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(pink and yellow -— per approval of Hall and J. E. 
Reilly) 
.Data Processing Section, Payroll Distribution Unit 
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— 
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Certification for Attachment to Voucher (formerly 3-21) | 
Data Processing Section, Voucher Unit 

Breakdown of Charges (used to record emergency 
purchase payments as contrasted with Form 3-13 which 
‘is used in connection with contracts) (formerly 3-47) 
Data Processing Section, Voucher Unit 

Breakdown of Xerox Charges (formerly 3~47a) 
Data Processing Section, Voucher Unit 

Confidential Voucher Register (Office) (formerly 3-64) - 
Data Processing Section, Voucher Unit 

Transmittal Letter for Bonds, Expense and Salary Checks 
(formerly 3-72) (unblocked yellow available) 
Data Processing Section, Payroll Distribution Unit 

Record of Bonds and/or Checks Mailed for Personnel of 
Legal Attache Offices (formerly 3~98) (blocked yellow 
available) 
Data Processing Section, Voucher Unit 
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12~20 

12-21 
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Letter to Foreign Offices Advising of Hisnosition 
of Checks (formerly 3-99) (thin white available) 
Data Processing Section, Voucher Unit 

Statement of Differences (formerly 3-167) (thin white > 
- available) 
Data Processing Section, Voucher Unit 

Letter re Advance of Funds (formerly 3-169) (thin 
white and unblocked yellow available) 
Data Processing Section, Voucher Unit 

Work Report (formerly 3-193) 
Data Processing Section, Voucher Unit 

Charge-out Record (formerly 3-221) (pink and white) 
Data Processing Section, Voucher Unit 
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Letter Requesting Prompt Submission of GTR and Vouche: 
(formerly 3-231) (thin white and M&T blocked yellow | 
available) 
pete Processing. Section, Voucher unit 

Woucnes Record (formerly 3-261) 
Data Processing Section, Voucher Unit 

Letter to Creditor Requesting Specific Data re 
Purchase Orders (formerly 3-262) .(thin white 
available —- no YELLOW — per Coxes and Dean 5/19/70) 
Data Processing Section, Voucher Unit 

Travel Authority Card (formerly 3-284) 
Data Processing Section, Voucher Unit 

Confidential Receipt (formerly 3-308) (white bond 
and green bond —- 25 sets to a book) 
Data Processing Section, Voucher Unit 

Payments to Informants Work Sheet (formerly 3-318) 
Data Processing Section, Voucher Unit 

Post and Quarters Card (formerly 3-332) 
Data Processing Section, Voucher Unit 
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(“12-22 

12-23 

12-24 

12-25 

12-26 

12-27 

12-28 

12-29 

12-30 

12-31 

L2-32 

12-33 

Individual Earnings Record (formerly 4-83, 3-370) 
Data Processing Section, ADPU* 

Kidnaping, Extortion and Bank Robbery Statistics 
(formerly 4-126, 3-373) 

..—--Data Processing Section, ADPU* 

e@e¢@8@ 8 

e#t¢t¢s 
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Weekly Divisional Count of Employees (formerly 4-337, 
3-392) 
Data Processing Section, Personnel Statistics Subunit 

Work Report (formerly 4-349, 3~393) 
Data Processing Section, All Units 

General Ledger (formerly 4-378, 3~394) 
Data Processing Section, Cost Subunit 

Personal Services Obligations Statistics (preinserted 
carbon form) (formerly 4-380, 3-395) 
Data Processing Section, ADPUX 

Federal Statistics Summary Sheet (formerly 4-382, 
3~396) 
Data Processing Section, ‘Federal Subunit 

FBI Bond Summary List (formerly 4-384, 3~398) 
Data Processing Section, ADPU* 

Ce a ne a ee ee et en th mene eet daa tananer emma ae iad ot thd Si tee beer baleen bia mite ite brite 

Daily Usage Record - Automatic Data Processing Systen . 
(formerly 4-463,. 3-410) 
Data Processing Section, ADPU* 

Record re Loot Taken, Recovered (formerly 4-543, 3-422 : 
Data processing Section, ADPU* 

Canceled Check - Master Register (formerly 4-549, 3-427 
Data Processing Section, ADPU* 

FBI Vehicle Operating Cost for Period (formerly 4-550. 
3-428) 
Data Processing Section, ADPU* 

*Automatic Data Processing Unit 
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12-34 

12-35 

12-36 

12-37 

12-38 

12-39 

12-40 

12-41 

12-42 

12-43 

12-43a 

12~—44 

12-45 

12-46 
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Comprehensive Pay List (formerly 4-565, 3-431) 
Data Processing Section, ADPU* 

ADEX Card (formerly 4-590, 3-435) (white, buff, 
green, yellow, blue - per Mr. Davis 9/19/72) 
Data Processing Section, ADPU* 

Notice of Adjustment of Leave Records 
(formerly 4~602, 3-438) 
Data Processing Section, Payroll Preparation Subunit 

WYonthly Field Office Statistical Report 
(formerly 4~603, 3~439) 
Data Processing Section, ADPU* 

‘Request for Automatic Data Processing (ADP) Tabulatioz 
(formerly 4~610, 3~442) 
Data Processing Section, ADPU* 

Tape Control Record -— Automatic Data Processing System 
(white and pink card stock) (formerly 4-616, 3-443) 
Data Processing Section, ADPU* 

S. G. E. Forms Master Sheet (formerly 4-183, 3-444) 
“Pata Processing Section, ADPU* 

Statement of Earnings (formerly 4-102, 3-457) 
Data Processing Section, ADPU) . 

Personnel Statistics Master Tape (formerly 3-464) 
Data Processing Section, ADPU* 

Number of Employees on Rolis as of 9:00 A.M. 
(formerly 3-468) 

| Data Processing Section, ADPU* 

Personnel Aliowed F. Y. VS, Assigned 
9:00 A.M. (formerly 3-468a) 
Data Processing Section, ADPU* 

Daily Report of Personnel as of 9:00 A.M. 
(formerly 3~469) 
Data Processing Section, ADPU* 

Subunit Work Report (formerly 3~474) 
Data Processing Section, Voucher Unit 
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FBI Voucher~Register of Other Expenses (formerly 3-475: 
Data Processing Section, Cost Subunit 
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12-47 = -.ga.) «0 "White Slip" (formerly 3-480) 
: Data Processing Section, Voucher Unit 

12-48 .... Report of all Work Pending (Field Offices) 
(formerly 3-482) 

.. «Data .Processing Section, -Federal.-Subunit 

12-49 eeee “Report of all Work Pending (Legal Attache Offices) 
(formerly 3-483) 
Data Processing Section, Federal Subunit 
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VOLUME II 

12-50 

12-51 

12-52 

12-53 

12-54 

12-55 

12-56 

12-57 

12-58 

12-59 

* Automatic Data Processing Unit 
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TABLE OF CONTENTS 

COMPUTER SYSTEMS DIVISION 

FBI =~ Administrative Report Summary (formerly 3-484) 
Data Processing Section, ADPU* 

Control Register - Federal Employees Health Benefits 
Act (formerly 3-485) 
Data Processing Section, Payroll Preparation Subunit 

Transmittal Letter for Autostats of Invoices 
(formerly 3-486) 
(thin white and M&T blocked yellow available) 
Data Processing Section, Voucher Unit 

Internal Accounting Information (formerly 3-491) 
Data Processing Section, Voucher Unit 

General Ledger Entries ~ FBI Payroll Schedules 
(formerly “3-511) 
Data Processing Section, Cost Subunit 

Record of Transfer (formerly 3-519) 
Data Processing Section, Payroll Distribution Unit 

Vehicle Inventory Tape (formerly 3-520) 
Data Processing Section, ADPU* 

Request for Review of Time and Attendance (T&A) Cards . 
(formerly 3-529) 
Data Processing Section, Payroll Preparation Subunit 

Home Leave Record (formerly 3-530) 
Data Processing Section, Voucher Unit; 
Intelligence Division, Section CI-4 

W-2 Comprehensive Listing (formerly 3~535) 
Data Processing Section, ADPU* 
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12-60 eeee Payroll Change Slip (formerly 3-542) 
Data Processing Section, ADPU* 

12-61 ecee Certification Listing (employees to be -considered 
as ag for Within-Grade Increases) (formerly 3-543) 

..._Data. Processing Section, ADPU* 

12-62 eeee Master Inventory List (formerly 3-553) 
— Data Processing Section, ADPU* 

i 12-63 eeee Payroll Master Name Index Form (formerly 3-569) 
i Data Processing Section, ADPU* 

12-64 esee Agent and Squad Performance (formerly 3-571) 
Data Processing Section, ADPU* 

12-65 eee 360 Operating Instructions (green and white availabie) 
' (formerly 3-573) 
Data Processing Section, Procedures Unit 

12-66 «eee Advance Notice re Employees to be Considered for. 
Within-Grade Increase (formerly 3-582) 
Data Processing Section, ADPU* 

12-67 eeee Record Layout Work Sheet (formerly :'3-583) 
Data Processing Section, ADPU*- 

12-68 eoee VOT Summary List (formerly 3-586) 
Data Processing Section, ADPU* 

12-69 eoee Written Agreement of GS-4 Clerk-Stenographer or 
GS-3 Clerk-Typist to Remain with Bureau for Twelve 
Months (formerly 3-591) 
Data Processing Section, Voucher Unit 

12-71 eeeoe Programming Work Specifications (formerly 3~609) 
Data Processing Section, Procedures Unit — 

12-72 eoee W-4 Adjustment Request (formerly 3-615) 
Data Processing Section, Payroll Preparation Subunit 
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12-74 

12-75 

12-76 

12-78 

L2-78a 

12~78b 

12-79 

12-79a 

12~—80 

12~81 

12-83 

12-84 
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Line Trouble Report (formerly 3-623) 
Data Processing Section, ADPU* 

Report of Offenses Committed During the Month (#90) 
(formerly 4-361, 3-408, 8-53) 
Uniform Crime Reporting Section 

¥ 

Summary Sheet - Remittance Record for Net Pay to — : 
Financial Organization (formerly 3-616) 
Data Processing Section, Payroll Preparation Subunit 

dl 

Number of Full~time Law Enforcement Employees as 
of (formerly 4-73, 3-368, 8-76), 

Daily Work Report (formerly 8-55) 
Uniform Crime Reporting Section 

PINK BOND - (FOR LARGE CITIES) 
Uniform Crime Reporting Section 

Number of Full~time Law Enforcement Employees as 
of » GREEN’ BOND -— (FOR SMALLER CITIES) 
Uniform Crime Reporting Section 

$ 

i 

Number of Full-time Law Enforcement Employees as 
‘oft , BLUE BOND —- (FOR COUNTIES) 
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4 Consolidated Monthly Report (formerly 4-156, 3-377, 
8-79) ° 
Uniform Crime Reporting Section 

Consolidated Monthly Report ~ Traffic Summary 

Uniform Crime Reporting Section : | 

i 

(formerly 8-79a) 
Uniform Crime Reporting Section | 

Consolidated Daily Report (formerly 4-157, 3-378, 8-80) - 
Uniform Crime Reporting Section , 

Tally Sheet for Return C (formerly 4-189, 3-379, 8-81} 
Uniform Crime Reporting Section 

Agency Check List (formerly 4~216, 3-382, 8~-84) 
Uniform Crime Reporting Section 

Supplementary Homicide Report (formerly 4-220, 
3-383, 8-85) 
Uniform Crime Reporting Section 
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_ VOLUME III 

HW 55019 

12-85 

12-87 

12-88 

12-89 

12-390 

12-90a 

12-92 

12-93 

12-93a 
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TABLE OF CONTENTS 

COMPUTER SYSTEMS DIVISION 

Supplement to Return A, Monthly Return of Offenses 
Known to the Police (formerly 4-231, 3-385, 8-86) 
Uniform Crime Reporting Section 

Tally Book, Return A and Supplementary Report of 
Offenses (formerly 4-456, 3-407, 8-92); 
(consolidated with Form 12-91) 
Uniform Crime Reporting Section 

Register of Persons Charged (#131) (formerly 4-490, 
3-411, 8-93) 
Uniform Crime Reporting Section 

Register of Offenses Known (#130) (formerly 4-491, 
3-412, 8-94) 
Uniform Crime Reporting Section 

Age, Sex and Race of Persons Arrested - 18 years of 
age and over (formerly 4-492, 3-413, 8-95) 
Uniform Crime Reporting Section . 

Age, Sex and Race of Persons Arrested - under 18 
years of age (formerly 8-95a) (pink bond) 
Uniform Crime Reporting Section 

Instructions for Preparing Return B and Inztructions 
for Preparing Return C (formerly 4-494, 3~415, 8- 97) 
Uniform Crime Reporting Section 

Tally Sheet - Age, Sex, and Race of Persons Arrested 
(18 years of age and over, and under 18 years of age) 
(formerly 4-495, 3~416, 8-98) 
Uniform Crime Reporting Section 

Tally Book, Age, Sex; and Race of Persons Arrested 
(on monthly basis; 18 years of age and over) 
(formerly 8-98a)- 
Uniform Crime Reporting Section 
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12-93b 

12-94 

12-95 

12-98 

12-99 

e088 
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‘Tally Book, Age, Sex, and Race of Persons Arrested 
(on monthly basis; under 18.years of age) (pink) 
(formerly 8~-98&b) 
Uniform Crime Reporting Section 

Follow-up Letter for Outgoing Correspondence Relative 
to Uniform Crime Reporting (formerly 4-506, 3-417, 
8-99) 
Uniform Crime Reporting Section 

Return A, Monthly Return of Offenses Known 
(blue ~ for use in counties; 
green - for use in small cities; 
pink - for use in large cities; 
white, yellow, orange ~ for administrative purposes 
(per Crone 1/10/74)) 

Trend Letter to Contributor Concerning Noticeable 
Change in Crime Figures (formerly 3-459, 8-108) 
Uniform Crime Reporting Section 

Monthly Return A, B, C, Violation Record 
(formerly 4-544, 3-423, 8-111) 
(available in BLACK print and RED print) 
Uniform Crime Reporting Section 
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“TABLE OF CONTENTS 

COMPUTER SYSTEMS DIVISION 

--VOLUME IV 

12-100 eeee Airtel re Preliminary Release of Uniform Crime 
Reports (formerly 8-124) (green) 
(M&T blocked yellow available) 
Uniform Crime Reporting Section 

12-101 eeee Supply Request -— Uniform Crime Reporting Program 
(yellow bond) (formerly 8-137) 
Uniform Crime Reporting Section 

12-102 eeee General Purpose Form for Preparation of Quarterly 
Preliminary Releases and Annual Bulletin (clea? 
(formerly 8-138) 
Uniform Crime Reporting Section 

ee ~ 12-103 esee General Purpose. Form — Uniform Crime Reporting 
= 2 Return A Supplement (formerly 8~139) 

- Uniform Crime Reporting Section 

12-104 - eeee Request for Current Population Data al 
(formerly 8-141) 
Uniform Crime Reporting Section 

12-104a eeee Request for Current Population Data (Counties) © 
(formerly 8-l41la) 
Uniform Crime Reporting Section 

12-105 eeee GS-5 Work Report (formerly 8-142) 
Uniform Crime Reporting Section 

12-106 eeee GS-2, GS-3, GS-4, Work Report (formeriy 8-143) 
Uniform Crime Reporting Section 

12-108 eecee Law Enforcement Officers Killed or Assaulted 
' (formerly 8-156 (yellow bond) 

Uniform Crime Reporting Section 

a 

e 

4 

s 

+ yer 

or ag 

e 

‘ . F 

. . 1 

a 

CY " 
1 a a 

wt 1 wa 

- ke epee Oe oe Orme Cm mE nite eis aie FAW aie Tu  fSemaryeind oye tne-ma pete nannies ‘nmin Tenbatiatlgr hheitate <riiinetanant “mmm /aaatvimary dead Lepr Init, Jate-teravteat # 2 eee veranda een tine Wy hiet ett EARLE OE HAE YEON GSMO MORO MSOY Hired: rt align el ae lp re AR lt FRI tt AI lind Nt pat BALE Tae | nt hele et hE pacha talincerttn ni wate tinea once i ateteh t epstcinl Palit NE diel nal eeahile teh telat te tae lg et aa RT 

_ ~ - ae ” a e 

HW 55019 Docld: 32989605 Page 44 



« 

; » 4 

© 

? 
- * 7 

@ ® 
e 

. s 

12-108a eoee Tally Sheet for Law Enforcement Officers Killed 
or Assaulted (green bond) 
Uniform Crime Reporting Section 

12-109 eeee Weekly Delinquency Report 
All Sections 

12-110 eeee Communication to Law Enforcement Agencies re 
UCR Matters 
Uniform Crime Reporting Section 

12-111 eeee Coding Sheet for Individual Computerized Criminal 
History (lst segment) (formerly 8-153, 1-422) . 
(white bond with GREEN ink) 
National Crime information Center Section, 
Conversion and Coordination Unit (NCIC/CCU) (per 
Mr. Brown's office) 

12-112 eeee Coding Sheet for Individual Computerized Criminal 
History (2nd, 3rd, and 4th Seen eS) 
(formerly 8-154, 1-423) 
(white bond with GREEN ink) 
National Crime Information Center Section, 
Conversion and Coordination Unit (NCIC/CCU) (per 
Mr. Brown's office) 

12-113 eeee Coding Sheet for Individual Computerized Criminal 
History (supplemental segment) 
(formerly 8-155, 1-424) 
(white bond with GREEN ink) 
National Crime Information Center Section, 
Conversion and Coordination Unit (NCIC/CCU) (per 
Mr. Brown's office) 

12-114 eeoe Coding Sheet for Computerized Criminal History 
Modifications (formerly 8-157, 1-425) - 
(white bond with BLUE ink) 
National Crime Information Center Section, 
Conversion and Coordination Unit (NCIC/CCU) (per 
Mr. Brown's office) 

12-115 eeee Disk Inventory Control (green ledger paper) 
Data Processing Section, ADPU* 

12-116 eeee Communication to Law Enforcement Agencies re 
NCIC Matters 
National Crime Information Center (NCIC) Section 
All Units 
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Programming Evaluation Sheet 
Data Processing Section 

UCR States Record Layout Work Sheet 
Data Processing Section (Liefer) 

"To Whom It May Concern" Statement re Leave Taken 
Data Processing Section . 

Adjusted Leave Request 
Data Processing Section, Payroll Preparation Unit 

Scheduler Update Sheet 
Data Processing Section 

NCIC Letter to Participating Agencies 
(request for correct FBI Number) 
NCIC Section, Computerized Criminal History Unit 

NCIC Letter to Participating Agencies (re death of 
individual) 
NCIC Section, Computerized Criminal History Unit 

NCIC Letter to Participating Agencies 
(ve disposition received - unclear) 
NCIC Section, Computerized Criminal History Unit 

NCIC Letter to Participating Agencies 
(request for action to expunge certain records) 
NCIC Section, Computerized Criminal History Unit 

NCIC Letter to Participating Agencies 
(request to clarify unfamiliar or unclear records 
for accurate coding) 
NCIC Section, Computerized Criminal History Unit 

NCIC Letter to Participating Agencies . 
(review effected; record up to date before dissemina- 
tion of complete CCH record) 
NCIC Section, Computerized Criminal History Unit 

NCIC Letter to Participating Agencies 
(re. deletion of referenced arrest from subject's 
record; expunge information indicated enclosed 
source documents) 
NCIC Section, Computerized Criminal History Unit 
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12-130 

12-131 

12-132 

12-133 

12-134 

12-135 
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NCIC Letter to Participating Agencies 
(update .state records re death of certain individuals) 
NCIC Section, Computerized Criminal History Unit 

NCIC Letter to Participating Agencies 
(re monitored messages deleting cycles from CCH; 
forwarded to assist you in security aspect your system 
NCIC Section, Computerized Criminal History Unit 

NCIC Letter to Participating Agencies 
(re.enclosed monitored M=SSAGE (in contrast to 
MESSAGES in Form 12-130) deleting cycles from CCH; 
forwarded to assist you in security aspect your system. 
NCIC Section, Computerized Criminal History Unit 

NCIC Letter to Participating Agencies 4 
(submit original and recent fingerprint card captioned 
individual, or record will be removed from CCH File) 
NCIC Section, Computerized Criminal History Unit 

NCIC Letter to Participating Agencies 
(re existence of original and recent fingerprint 
cards of individuals indicating arrests, records will 
be removed from CCH File) 
NCIC Section, Computerized Criminal History Unit 

NCIC Letter to Participating Agencies 
(re subjects attaining age eighty; arrest records 
removed from CCH File) 
NCIC Section, Computerized Criminal History Unit 

NLET Message Control Log 
NCIC Section, NCIC Operations Unit 
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nation outside your Committee, 

nel without the express approval of the FBI. 

TABLE OF CONTENTS 

"QO" FORM BOOK 

(Forms available to two or more Divisions at FBIHQ) 

f= fs 
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aces 4 

ae This document is prepared in response to your request and is not for dissenti- 
Lis use ts limited to official vroceedings b your Committee and the content may nut be disclosed to unauthorized pe Gh 

| VOLUME I Date 

QO-1 -eeee Follow-up Letter to the Field Concerning 
Status of Case 3-15-74 

| 0-2 eeee Memorandum for Data Processing Section 2-14-73 

0-4 «eee Invoice of Contents (thin white) 11-19-64 

| O-4a eeee Invoice of Contents (yellow copy of 0-4) 1-19-67 

| 0-5 eeee Personnel Report 2~11-66 

/ 0-6 =.) 4aee Routing Slip to the Department Sg efabes\ 
| (consolidated with 0-6a through 0-6d) {1~ 4-12] 40-29-74- 

| 0-7 ese. Routing Slip to the Field 
(consolidated with 0-24 and 0-25) 12-17-73 

| 0-9 esee Teletype Form (thin green) 2-14-74 

0-11 «2ee Mechanical Section Requisition (Printing Unit) 4-10-74 

| O~-lla eeee Mechanical Section Requisition (Photo Unit) 
| (yellow bond) 4-10~74 

0-13 eeee Personnel Information Card (blue) 10-10-74 

0-14 eoee ROuting Slip from Bureau to Other Government 
Agencies 8-15-72 

| O-14a  .... Routing Slip to: : 
Director, Bureau of Personnel Investigations 

! Civil Service Commission 8-15-72 
{ 

: betel Assistant Secretary for Security 
7 Cpartment of State 8-15-72 

. |fo-14¢ eeee Routing Slip. to: 
| Director : Syd, ee ne 
i Naval Investigative Service | Dh) Lig-15-29- 

sa ST = 

bh 55019 Docld:32989605 Page 48 4/1/75 



0-145 

Q-14k 

fo-14n 

O-14p 

O-14s 

~*~ e866 

@#ee¢e 

eee 

@#e¢28 6 

® @ 8 € 

*eee 

. . 
a 

> 6 

* 
= 

a“ 

Routing Slip to: 
Director “4 vt : 

Central Intelligence Agency [¥-s aif 7] 
Attention: Chief, Personnel Security Division -8~15~72- 

Routing Siip to: 
~Director 
Central Intelligence Agency 
Attention: Deputy Director for Operations 3-28-73 

Routing Slip to: Pe os 
Assistant Chief of Staff for Intelligence f#-7° -FoJ 
Department of the Army B= f5~F2- 

Routing Slip to: 
Director 
United States Secret Service 
Department of the Treasury 2-35-75 

Routing Slip to: 
Administrator of Veterans Affairs 
Attention; Director, Investigation and 

Security Service 8-15-72 

Routing Siip to: 
Director, Division of Safeguards and Security 
Energy Research and Development Administration 1-29-75 

Routing Slip to: 
Commander A ae 

Office of Special investigations fxertege 
Department of the Air Force 8-15-72 

Routing Slip to: 
Chief 
Division of Investigation 
Office of Audit and Investigation = 4 
Department of the Interior 4-25~74 

Routing Slip to: 
Law Enforcement Division, Human Resources 

Development Directorate 
Office of Deputy Chief of Staff, Personnel 
United States Army 1-13-75 
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Routing Slip to: 
Director 
Bureau of Intelligence and Research 
Department of State 

Routing Slip to; 
Assistant Director (Security) 
U. S. Information Agency 

Routing Slip to: 
Assistant Commissioner 
Office of Investigations 
Bureau of Customs 

Routing. Slip to; 
Director 
National Security Agency 

Routing Slip to: 
Director of Security 
National Aeronautics and Space Administration 

iia Rie to2~ | 
ndinge~General 

Jor’ Bolabied, mar yined as nce -Commaned———————-—- 8-15 --72- , 
t Holabird, Maryland 2 
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FBI INDEXING PROCEDURES 
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The EBE utilizes a system of maintaining its over 6, 500,000 investigative, 
personnel, and.administrative files by which all information on a given subject is 
channeled into one file. In order to facilitate control of the file and accommodate 
multiple subject(s)' matters, a numbering system is used to‘indicate: (1) géneral- 

. .classification ‘and _naturé_of the violation; (2) the individual. case-file in this category; _. 
- and: (3) sérialization ‘of each piecé of mail in the file: For instance, the’number ..: 
7-100-10 on a piece of mail indicates it is the 10th piece of mail in the 100th file”: - 
assigned in the Kidnaping (7) classification. Our files are maintained in 185 classi- 
fications. A list of these classifications is attached. 

The key to these numerically maintained files is the general index presently 
consisting of over 58,000,000 index cards on all manner of subject matters but 
primarily a name index of individuals. This master index must be searched to 
determine what Injormation, if any, the FBI may have in its files. In view of this 
system, each communication must have a subject. 

The classifier in the Classifying Unit of the Mail Processing Unit of the 
Records Section im the Files and Communications Division designates the "subject" 
of the particular eommunication on which a "main" index card is prepared; assigns 
the classification showing the violation or nature of the matter involved; and designates 
names in the body of the communication on which "see" (contraction for see reference 
or cross-reference) index cards are to be prepared. 

¢ 

The "main" index care denotes that the name on index card is the subject of 
the file and the name on "see" index card indicates the name is not the main subject 
of the file but that the name only appears in a specific communication filed in the file 
of a different subject matter. 

The subject of the file may be on a variety of topics such as an individual, 
organization, conypany, publication, foreign intelligence activities, or such adminis-~ 
trative items as space, equipment, or automobile accidents involving FBI automobiles 

After the classifier has designated the "subject" and assigned the classificati: 
for the communicazion, the classifier designates the names in the body of the com- 
munication on which "see" index cards are to be prepared, The nature and extent of 

, } i eque ; dissemte 
This document is prepared in response to your request and ts not for @ 

‘nation owiside your Commit*ee. Its use t> limited to official proceedings by 

your Committee and the conter+ may nut 62 disclosed to unauthorized persone 

nel without the express approval of the FBI . ‘i 
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detail in the communication require the classifier to utilize judgment as to whether 
information should be designated for index cards, The classifier has general guide- 

; lines for each of the 185 classifications. Generally, in a criminal-type matter, the 
following will be cross~indexed: suspects; uncooperative individuals; anyone giving 
assistance to the subject such as a person who allowed a bank robber to use his car 
while committing a bank robbery; person passing, possessing and disposing of 
ransom money; fences of stolen property; titles of song sheets or films being dis- 
tributed in violation of copyright laws; madames and procurers; a person suspected 
of harboring ‘a fugitive, and the original complainant in the case... Complainant is ‘: 
indexed so that the ‘investigation ‘can be identified should the complainant make inquiry 

-. regarding: ey eeacon ‘at-a-later-date,-. . SS i. et na Pets “ oe we eae 
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' 
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In sitendin tee investigations, the ‘lassifier is governed by the tyue of + 
investigation and the nature and extent of the information in the communication. 
The classifier will generally index associates and relatives of the subject; members 
of organizations under investigation or determined to be possible subversive; indi- 
viduals contributing funds to subversive-type activity; subversive or seditious 
publications; writers of articles in subversive or seditious publications; bookstores 
specializing in subversive-type publications and related types of information. 

As an example of such indexing, the following indexing would occur in con- 
nection with a case involving the investigation of an extortion threat against Congress- 
man X in which the individual making the threat is unknown. The vast majority of 
extortion cases we receive involve threats against individuals by unknown individuals, 

' As previously stated, each file must have a subject to insure all mail on a maiter is 
filed in one place, Accordingly, in order to insure that all mail on an investigation 
is placed in the same file, the victim's name is used as the subject of the file when 
the individual who made the threat is unknown. Accordingly, Congressman X, as 
the victim, would be subject of the file for mail filing purposes. The "main" index 
card prepared would show that he is the victim and not the extortionist. "See" index 
cards will be prepared on any individuals suspected of writing the threatening letter. 
If a suspect is later identified as the extortionist, a ''main"™ index card is prepared 

. on his name to indicate we now have a file on this individual as the subject of a 
specific criminal investigation, 

ok L = 3 
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As previously stated, access to the numerically maintained files is through 
the index cards maintained in the general index, The index cards are, accordingly, 
retained as long as the file is in existence, 

Age of information in FBI files covers a relatively short span of years. 
FBI had a relatively small number of files until the President, in 1939, directed the 
FBI to be responsible for the internal security of the United States. In view of this 

and, as the number of violations of law over which the FBI has jurisdiction has 
increased greatly since 1939, the vast majority of FBI files has been created since 
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: 1939. Wedo, however, have a program for destroying files which no longer have 
: a contemporary value, Regulations of the National Archives and Records Service, 

General Services Administration, issued under authority of Chapters 29, 31, and 
33, Title 44, U.S. Code, govern our file retention and destruction procedures, 
When the files are destroyed, the "main" and "see" cards for all matters in the 
files are pulled from the general index and destroyed, 
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Firearms 

CLASSIFICATIONS 
we ee 

Training Schools; National Reade my Matters; F.B.I. National 
Academy Applicants 
Neutrality Matters 
Overthrow or Destruction of the Government 
National Firearms Act; Federal Firearms Act; State Firearms 
Control Assistance Act; Unlawful Possession or Receipt of 

~ 

ee ee ee ee! 

income Tax 
Interstate Transportation of Strike Breakers 
Kidnaping ay 
Migratory Bird Act 
Extortion 
Red Cross Act 
Tax (Other than income) 
Narcotics 
sedition 
Theft from Interstate Shipment 
Violation Federal Injuction - Obsolete 
Veterans’ Administration Matters 
May Act 
Censorship Matters (obsolete) | 
Food and Drugs 
Prohibition 
Profiteering (obsolete) 
Selective Service Act; Selective Training and Service Act of 
interstate Transportation of Stolen Motor Vehicle; Interstate 
Transportation of Stolen Aircraft 
Patent Matter | 
Copyright Matter 
Bank Fraud and Embezzlement 
White Slave Traffic Act. > * 
identification (Fingerprint Matters). . - Pi pediaes 
Uniform Crime Reporting : 
Civil Service 
Mail. Fraud 
Falsely Claiming Citizenship 
Passport and Visa Matter 
Explosive (obsolete) 
Deserter; Deserter ~ Harboring 
Lilegal Wearing of Uniforms; False ie attics or Misuse of 
Names, Words, Emb Lems or Insignia; tilegal Manufacture, Use, 
Possession, or Sale of Emblems and Insignia; Illegal Manufacture, 
Sale, or Use of Military Cremation Urn; Illegal Manufacture, 
Possession or Wearing.of Civil Defense Insignia; Miscellaneous- 
Ferging or Using Forged Certificate of Discharge from Military 
or Naval Service; Miscellaneous - Falsely* vesene or Forging 
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60. 
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62. 

63. 
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Naval, Military, or Official Pass; Miscellaneous - Forging or 
Counterfeiting Seal of Department or Agency of the U.S.; Misuse 
of the Great Seal of the United States or of the Seals of the 
President or the Vice President of the United States; Unauth- _ 
orizec Use of “Johnny Horizon" Symbol;' Unauthorized Use of 
“Smokey Bear™ Symbol. | 

ww ae ee OY cee 

_Civil. Rights; Civil Rights-~Election Laws; Civil Rights~ erection 
Laws~-Voting Rights Act, 1965 
Crime: on the Hicgh Seas (Includes stowaways on boats and aircraft) 
Fraud Against the Government: Anti-Kickback Statute; Dependents 
Assistance Act of 1950; False Claims ~— (Civil); Federal-Aid Road 
Act; Bead and Zinc Act; Public Works and Economic Development Act 
of 1965; Rehegotiation Act ~ (Criminal); Renegotiation Act - (Civil 
Trade. Expansion Act of 1962; Unemployment Compensation Statutes; 
Economic Opportunity Act 
Impersonation 
Postal Violations (Except Mail Fraud) 
National Pankruptcy Act 
Involuntary Servitude and Slavery 
Jury Panel Investigations 
Theft, Robbery, Embezzlement, Illedal Possession or 
Destruction of Government Property 
Customs Laws and Smuggling 
Counterfeiting | ct 
Blecttion Laws 
War Labor Disputes Act (Obsolete) 
Bribery; Conflict of HHEeSeSt 
Anti-Trust. 
Treason or Misprision of Treason 
Miscellaneous ~- including Administrative Inquiry (formerly 
Misconduct in Office) 
MisceIlaneous ~ Non-Subversive ~ including: 
Black Market in Railroad -Tickets (obsolete) 
Civil Aeronautics Act. (Obsolete) 
Eight~Hour-Day Law 
Federal Judiciary tavestieations 
Federal wuvenile Delinquency Act 
Kickback Racket Act _ — 
Lands’ Division Matter (Condernation Proceedings) 
Miscellaneous - Civil Suit . 
Miscellaneous - 0O.P.A. Violations (Civil) (Obsolete) 

-.Miscellaneous ~- Wage anc Hour Law (Fair Labor Standards Act 
of 1938) 

Soldiers and Sailors Civil Relief Act of 1940 

ae 
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64. 
65. 
66. 
67. 
68. 
69. 

ae 
72. 

a 
74. 
756 
76. 

77. 

78. 
79. 

-80. 
Sl. 

83. 
G4. 
65. 
86. 
87. 

“88 .: 

- 89. 

90. 
OT 
92. 

93. 
94. 
95% 

70. 

Tariff -Act of 1930 
Top Hoodium Coverage 
Unreported Interstate Shipment of Cigarettes 
Federal Cigarette Labeling and Advertising Act 
Foreign Miscellaneous 
Espionage 
Administrative Hatters 
Personnel Matters 
Alaskan Matters (Obsolete) 
Contempt of Court 
Crime on Indian Reservation; Inducing Conveyance of Indian 
Trust. Land; Crime on Government Reservation; Embezzlement or ' 
Theft of Indian Property 
Bilis: of Lading Act 
‘Obstruction of Justice; Obstruction of Court Orders; Obstruction 
of Criminal Investigations 
Application for Pardon After Completion of Sentence oa Appli- . 
cation for Executive Clemency 
Perjury 
Bondsmen and Sureties 
Escaped Federal Prisoner; Escape and Rescue; Probation Violator; 
Parole Violator; Mandatory Release Violator ° 
Applicants (Special Inquiry, Departmental and Other Government 
Agencies except those having special classifications) 
Illegal Use of Government Transportation Requests 
Missing Persons 7 
Lakoratory Research Matters 
Gold Hoarding (Obsalete) sh 
-War risk Insurance (National Service Life Insurance) -(Obsolete)- 

Court. of Claims . 
Reconstruction Finance Corporation Act (Obsolete) 
Home Owner Loan Corporation (Obsolete) 
Federal Lending and Insurance Agencies 
-Interstate Transportation of Stélen Property (Fraud by wire,- 

Radio, or Television) ° 
Unlawful Flight to Avoid pEGneenL Von: Custody, or Confinement; 
Unlawful Flight to Avoid Giving Testimony 
Assaulting or Killing A Federal. Officer; Congressional 
Assassination Statute ' 
Irregularities in Federal Penal ‘nstitutions 
Bank Burglary; Bank Larceny; Bank Robbery 
Anti-Racketeexring; A.R.- Lea Act; A.R.~ Interference with 
Goverument Coimunications System; A.R.- HOBBS Act 
Ascertaining Financial Ability } 
Researcn Matters . 
Laboratory Cases (Examination of Evidence in Other Than Bureau 
Cases} ‘ 
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96. Alien Applicants (Obsolete) 
97. Registration Act " 
98. Sabotage 
99. Plant Survey (Obsolete) ; 

100. Subversive Matter (Individuals); Internal Security (Organizations) 
101. Hatch Act (Obsolete) ae 
102. Voorhis Act 
103. Interstate Transportation of Stolen Cattle 
104. Servicemen's Dependents Allowance Act of 1942 (Obsolete) 
105, ,Internal Security (Nationalistic Tendency -~ Foreign Intell- 

igence). (Individuals and Organizations - by country.) 
106. Alien Enemy Control; Escaped Prisoners of War and Internees-: : 

(Obsolete) po 

107. Denaturalization Proceedings (Obsolete) a 
108. Foreign Travel Control (Obsolete) 
109. Foreign Political Matters 
110. Foreign Economic Matters 
111. Foreign Social Conditions 
112. Foreign Funds : . 
113. Foreign Military and Naval Matters 
114. Alien Property Custodian Matter (Ckhsolete) 
115. Bond Default; Bail Jumper ! 
116. Atomic Energy Act-Applicant;. Atomic Energy RCCCEME OYE? $5 Pigs oe 
117. Atomic Energy Act-Criminal 
118. Apvolicant - Central Intelligence Agency (Obsolete) 7 
119. Federal Regulation of Lokbying Act 

°120. Federal Tort Claims Act 
121. Loyalty of Government Employees (Obsolete) 
‘122. Labor Management Relations Act, 1947 © 
123. Special Inquiry~State Department - Voice of America (U.° So 

Information Center) (Public Law 402 - S0th Congress) 

124. European Recovery Program (International Cooperation Admin- 

istration) formerly Foreign Operations Administration, Mutual 

Security Agency, Economic Cooperation Administration or E.R.P., 

: European Recovery Program;'A.I.D. - Agency for International - 

° Development (Obsolete) 
~.-125; Railway Labor Act; Railway:+Labor Act:-- Employer ' s Liability 

“See ne 

Act . 
126. National Security Resources Board - Special Inquiry (Obsolei oo 

-127. ~Sensitive Positions in the U. S. Government - Public Law 266° 

(Obsolete) 

; 2 S * . 4 7 
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128. iInternationar Development Program bia Operations 
Administration) 

129. Evacuation Claims (Obsolete) 
130. Special Inquiry - Armed Forces Security Act (Obsolete). 
131. Admiralty Matter 
132. Special Inquiry - Office of Defense Mobilization (Obsolete) 
133. National Science Foundation Act - Applicant (Obsolete) 
134. Security Informants 
135. PROSAB (Protection of Strategic Air Command Bases of U.S.A. 

Air Force) 
136. American Legion Contact (Obsolete) 
137. Criminal Informants 
138. -Loyailty of Employees of the United Nations and Other ‘Public! 

International Organizations 
139. Interception of communications (Formerly Unauthorized Publica- 

tion or Use of Communications) 
140. Security of Government Employees; S.G.E. - Fraud Against the- 

Government 
141. Faise Entries in Records of Interstate Carriers 
142. Illegal Use of Railroad Pass 
143. Interstate Transportation of Gambling Devices 
144. Interstate Transportation of Lottery Tickets 

iL45.. --Interstate Transportation of Obscene Matter ; Broadcasting ‘-.: + 
Obscene Language 

146. Interstate Transportation of Prison Made Goods 
147. Federal Housing Administration Matters 

°148. Interstate Transportation of Fireworks 
149. Destruction of Aircraft or Motor Vehicles 

; 151. (Referral cases received from CSC under P. L. 298) 
: - Agency for International Development 

- - Atomic Energy Commission (Civil Service Commission) 
National Aeronautics .and Space Administration 
National Science Foundaticen 
Peace Corps; Action 
U.S. Arms Control and Disarmament Agency 
World Health Organization 
International Labor Organization 

| U.S. Information Agency 
152. Switchblade Knife Act 
153. Automobile Information Disclosure Act 
i54. Interstate Transportation of Unsafe Refrigerators 
155. National Aeronautics and Space Act of 1958 
156. Welfcre and Pension Plans Disclosure Act. 
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157. Extremist Matters; Civil Unrest 
158. Labor-Management Reporting and Disclosure Act of 1959 

(Security Matter) (Obsolete) 
159. Labor-Management Reporting and Disclosure Act of 1959 

(Investigative Matter) 
160. Federal Train Wreck Statute 
161. Special Inquiries for White House, Congressional Committees 

and Other Government Agencies ; : 
162. Interstate Gambling Activities 
163. Foreign Police Cooperation 
164. Crime Aboard Aircraft 
165. Interstate Transmission of Wagering Information 
166. Interstate Transportation in Aid of Racketeering 
167. Destruction of Interstate Property 
168. Interstate Transportation of Wagering Paraphernalia 
169. Hydraulic Brake Fluid Act (Obsolete) 
170. Extremist Informants . 
171. Motor Vehicle Seat Belt Act (Obsolete) 
172. Sports Bribery 
173. Public Accommodations-Civil Rights Act of 1964. 

Public Facilities-Civil Rights Act of 1964 
Public Education-Civil rights act of 1964 es ee 
Employment-Civil Rights Act of 1964 - os 

174. Explosives and Incendiary Devices; Bomb Threats 
(Formerly Bombing Matters; Bombing Matters-Threats) 

175. Assaulting the President (or Vice- ~ President) of the 
United States “ 

176. Antiriot Laws 
177. Discrimination in Housing 

. 178. Interstate Obscene or Harassing Telephone Calls 
is «4179. Extortionate Credit Transactions | 
i 180. Desecration of the Flag . 

181. Consumer Credit Protection Act 
182. Illegal Gambling Business: Illegal Gambling aa 
-  , Business - Obstruction: Illegal Gambling Business -'"- 

Forfeiture 
183. Racketeer Influenced and Corrupt Organizations ~ 
184. Police Killings 
185. Protection of Foreign Officials and is Guests of 

the United States 
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7 FBI FORM BOOK 

Oo TABLE OF CONTENTS 

oD Honored 
Ss VOLUME I Types of Paper Revision Dates 

= FD=-1o Assignment Card (preinserted oarbon, blue, 
O biue, white, yellow) 1-20-58 

O FD1d Assignment Card (preinserted oarbon, white, 
mm biue, white, yellow) 1-20-58 

- FD-4 Routing Slip offset paper 3=1673 

: 
’ FD=-5 File - Serial. Charge Out green bond 6~17=70 

4 
FD=9 Identification Record Request white bond 4=28=-65 

a FD=10 Disposition Request white bond 
ci FD-1Oe1 thin white 3-15-73 

PD-24 National Bankruptoy Act Investigations thin white 12-764 
b 

FD=26 Consent to Search Premises (available in Spanish) white bond 8—19=—74 

FD~28 Daily Report white bond 6—20~72 

: [ PD<29 Monthly Administrative Report thin white {1i-21-75} 

+ 

| [ PD=$29a Administrative Report thin white [l=21—75} 

ox 

FD~29¢ Administrative Report, Accounting Cases thin white 12-19-73 
t 

: FD=29h Administrative Report, Accounting Cases thin white 
: {fotals Sheet) 12-19~73 

FD—2971 Administrative Report, Accounting Personnel thin white 12-19=73 

[ Fp-31 Register No. 1 (Agents) offset paper [10-1-74] 

a> FD~36 Teletype Form thin blue 
” FD=36.1 blue bond* 5-22-64 

ii 
i FD—37 Explanation of Charge for Information blue bond 
t (Blue Slip) 5=20~70 

: x FD=-39 Field Firearms Training White card stock 1L2—11-59 

oy FD-40 Field Firearms Training Record white bond 10~29=71 

= 
. - FD-41 Scientifio Training Reoord white bond 12-20-60 

O i FD=48 Field Office Register No. 2 white bond 124-58 
/ £ @ 

a O FD-56 Stop Notice white oard stock 11~9~66 

} } } dissemi- 
is document is prepared-in response to your request and is not for @& 

ser oute de soni Deantee. Te ce £3 limited to official proceedings by 

your Committce and the content may nut b- disclosed to unauthorized person 

nel without the express approval of the FBI. 
(WH) — with heading © KEY: 

* —- replaces mimeograph paper 

Volume I 
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1” 

Types of Paper 
Honored 

Revision Dates 

FD-57 ~ Mail Cover Index Card white card stock 6-25-73 

FD-61 - Identification Order or Check Ciroular white bond 
Request FD-61.1 thin white 

FD~61.2 thin yellow 2-23-68 

FD-65 - Fugitive Form Letter white bond 
FD-65.2 thin yellow 7-9-73 

¥D-67 -~ Acknowledgment of Transfer Orders white bond 2-14-74 | 

PD-72 ~ Complaint Form (preinserted carbon) 7—21~67 

FD~73 — Auto Record ° white card stock 10—14-54 

FD—76 - Field Stenographer's and Typist's Daily 
Report (preinserted carbon) 3-27-68 

FD-77 - Dictation Slip yellow bond 10—13=-66 

FD-79 ~ Charge-out Record of Nonexpendable Property white bond 1-145 

PD-85 ~ Error Form (Field and FBIHQ — tablet form) white bona 2-5~60 | 

FD-107 -~ Duplicate Property Record white card stook 4~8~-71 

FD~109 - Records Transferred of Agent Transferred white bond 9—~27=72 

FD-111 - Semiannual Motor Vehiole Report, Cost of white bond 
Operation and Accrued Mileage of Bureau- 
owned Vehicles 3-22-73 

FD-llla ~ Semiannual Motor Vehicle Report, Overhead white bond 
and Indirect Expenses 6-29-59 

FD-113 - Administrative Report Data White bond , L2-19—73 

FD-120 ~ Notice of Tardiness white bond 12-22-54 

| 7 
FD-122 - Recommendation for Preparation of, or white bond 4 

Change in, ADEX Card : FD-122.1 thin white (WH) ; 
FD-122.2 thin yellow 3~12-74 | 

i 

FD-123 - Request for Information Concerning white bond 4 
Savings Bond Purchases FD-123.1 thin white (WH) { 

FD~123.2 thin yellow 3=-15~73 | 

FD-125 - Record Request white bond 7=20—73 ! 

FD-127 - Daily Report of Chief Clerk's Office white bond 6-12-74 

FD-128 -~ Letter Changing Office of Origin in thin white (WE) 
Security Cases FD-128.1 thin yellow 3-12-74 : 

eo 
i, 

FD-132 - Request for Approval of Local Police thin white (WH) - 
School and/or Assignment of Bureau FD~132.1 thin yellow ; i 
Instructors 2-163 ’ ie 

gk, i 
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Types of Paper 
Honored 

Revision Dates 

PD-134 ~ Form Memorandum offset paper 4-29-64 

FD-135 ~ Daily Status of Stenographic Work white bond 2-26-64 

| FD-140 ~ Application for Employment offset paper 4-9-73 

| FD-145  — Waiver of Indictment white bond No date 

FD~-149 - Lead Sheet thin white 3=18~65 

FD-150 - Monthly Recap of Cost of Operation white bond 
and Accrued Mileage of Bureau-owned 
Motor Vehicles 7~11=66 

dy 

FD-150a —- Cost of Operation of Bureau—owned white bond ; 
Motor Vehicle 4—10~69 

¥ FD-159 - Record of Information Furnished Other thin white 
, Agencies 5-23-66 

FD—160 - Indices Search Slip white bond 3—23—71 

FD-161 - Report of Stamps Used white bond 10-31-58 

FD-164 -. Application to Nominate Representative white bond ; 
to Attend FBI National Academy 7~10~-74 

FD-165 - FBI Field Office Wanted-Flash—-Cancellation pink bond 
Notice 6~17=74 

© FD-166 - Absence Schedule white bond No date 

FD=-173 -~ Information Concerning Last Federal white bond 
Employment 4~-3--69 

} FD-177 -~ Letter to Registrant white bond 
(Selective Service Cases) thin yellow 3~15~73 

FD-178 ~ Letter to Person Listed as Always Knowing white bond 
Registrant's Address 
(Selective Service Cases) 3=15~73 

FD-179 - Letter to Registrant's Employer white bond 
(Selective Service Cases) 3—15—73 

FD=180 ~ Letter to Any Person Who is Acquainted with white bond 
Registrant Who May Know His Whereabouts 
(Selective Service Cases) 3-15-73 

FD-181 ~ Letter to Postmaster white bond 
(Selective Service Cases) 3-15-73 

FD-182 - Letter to Registrant (in Spanish) white bond 
(Selective Service Cases) FD-182,1 thin yellow 3-15-73 

a 

é FD-183 ~ Reemployment Rights Following Military offset paper 
Service 7—10--74 

Na 

; Volume I 

Soe 
1/2/75 
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Honored 
Types of Paper Revision Dates @ 

FD-185 - Report of Performance Rating white bond 10=26=—70 

{ FD~185a —- Performance Rating Guide for Investigative white bond 
Personnel [11-11-74] 

{ FD-185b - Performanoe Rating Guide for Clerical white bond ‘ 
Personnel {12-11-74} \ 

FD-186 - Memorandum re Posting of Information on white bond " 
ADEX Card 105-72 

FD-188 - Letter Requesting Verification of thin white (WH) 
Present or Prior Military Service FD—188,1 thin yellow 
(Selective Service Cases 3~3=69 

af : 

FD~189 ~ Employee's Salary and Assignment Changes white bond 9nBua72 : 

FD-190 <= Interview Form white bond 2-13-74 we 

FD~1921 =~ Notification of Arrest of Juvenile thin white (WH) 
FD-191.1 thin yellow 1-24~=63 

FD=-192 - Bulky Exhibit - Inventory of Property green bond 
Acquired as Bvidence FD-192.1 thin white 10-6=65 

i FD=193 ~ Report of Exit Interview and Separation white bond 710-74 

‘FD<195 - Statement of Federal Service ADP Card 3=23—59 

FD=196 - Request for Search in National Fraudulent thin white ; a 
Cheok File Se13—71 @ 

FD+197 - File Locate white bond 1-14-60 

; 

4 

Ry 
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TL Volume 

FD—200 

FD-203 

FD-204 

FD-205 

FD-207 

FD—208 

FD-209 

FD-210 

FD—211 

FD~212 

FD-213 

FD~215 

FD=-2152a 

FD—215b 

FD=-217 

FD-218 

FD-220 

FD=-220a 

FD=<221 

FD=—221a 

FBI FORM BOOK 

TABLE OF CONTENTS 

Request for Stenographers 

Memorandum Requesting Investigation in 
Security Cases ‘and Extremist Matters 

Investigative Report 
FD-204.1 

Notification of Delinquent Deadline Case 

Address and Phone Change, Marital Status 
and Births 

Information re Ilinesses, Deaths, 
Advanced Leave, LWOP 

Memorandum for Recording Contasts with 
Criminal, Extremist, and Seourity 
Informants 

Letterhead Memorandum Setting Out 
Information Regarding Alien 

Record of Registered Mail Reoeived 
from Bureau 

Monthly Automotive Inspection Report 

Dictation Assignment 

Individual Security Patrol Daily Report 

Combined Security Patrol Report 

Security Patrol Log 

Notification of Bureau File Number 

Supply Requisition 

Deserter Fugitive Airtel 
FD-220.1 
FD~220.2 

Deserter Fugitive Airtel 
(copy for Armed Forces) 

Confidential Fund Receipt Executed 
by Special Agent 

Request for Funds for Payment to Informant 

Volume Ii 
~ | = 

1/2/75 
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types of Paper | 

white bond 

White bond 

thin white 
offset paper* 

thin white 

white bond 

white bond 

thin white 

thin white 

thin white 

white bond 

white bond 

white bond 

white bond 

white bond 

yellow bond 

white bond 

(WH) 

(WH) 

(WH) 

Honored 
Revision Dates 

2-17-60 

8—-10—71 

3—-3=—59 

4~13-70 

4~3-67 

7=-23~73 

4-1-74 

3-23-61 

3-18-66 

[65-74] 

3-25-68 

518-66 

5-9~74 

5-18~66 

2~7~68 

2—21-74 

(blue bond discontinued) 
thin blue 
thin yellow 

thin white 

white bond 

white bond 

2-12-73 

2-12-73 

31-66 

7—15=70 



FD=<222 

FD-223 

FD-224 

PD~226 

FD-229 

FD-231 

FD=237 

FD~238 

FD239 

FD=-241 

FD~242 

FD~-243 

FD~243a 

FD=245 

FD-246 

FD-247 

FD<249 

FD~250 

FD<252 

FD=<$252 

FD-253 

FD-254 

Nonexpendable Inventory Reoord Card 
preinserted carbon 

Letter to Vendor Concerning Invoices 

Personal Data Form 
(reinstatement of Serviceman) 

Expendable Supply Requisition (For use in 
BS, CG, DE, LA, MP, NK, NY, PH, and SF) 

Error Slip (Dictaphone Memobelts) 

Cover Letter for EOD Forms 

Criminal Informant Review Sheet 

Security Informant Review Sheet 

Imprest Fund, Itemization of Expenses 
and Receipt 

Education Facilities in the 
Washington Area 

Information Conoerning the Clerioal and 
Clerical-Skilled Oriented Positions 

Position Desoription Form 

Transmittal Letter for Position 
Description Data 

File Front (fold-over top) 

FBI Time and Attendance Report 

Abstract (blue and white - 
preinserted carbon) 

Criminal Fingerprint Card 

Single Abstract 

Film Paok Log 

Employee Suggestion 

Special Agents Insurance Fund 
Beneficiary Form 

Receipt for GIR 

af 35019 DoclId: 329689605 Page 66 

FD~-243.1 

FD=250.1 
FD-250.2 
FD~250,.3 

Volume II 
-~ 2 = 

4/1/75 

types of Paper 

white bond 

white bond 

white bond 

white bond 

white bond 

pink bond 

pink bond 

thin white 

offset paper 

offset paper 

white bond 

thin white (WH) 
thin yellow 

ADP oard 

white oard stock 

pink bond 
blue bond 
white bond 
yellow bond 

white oard stook 

thin white 

thin white (WH) 

green card stook 

Honored 
Revision Dates 

1-13-67 

3=15=73 

10-26-61 

No date 

No date 

6-11-74 

[1-14-75] 

[1-14-75] 

7-25-62 

7=15-69 

11-4-74 

7=-2—74 

3-13-63 

4=13~60 

9-21-67 

3=27—58 

3~13=72 

11-30=54 

10-20-64 

9=1L1=59 

3=22=73 

6=8=55 
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FD~255 

FD~256 

FD=257 

FD-258 

FD~260 

FD-263 

FD-264 

FD~266 

FD-268 

FD-271 

FD~272 

FD=273 

FD-276 

FD=-277 

FD-278 

FD=-279 

FD—280 

FD=281 

FD—281a 

FD=282 

FD-282a 

Docld:32989605 Page 69 

Recommendation for Incentive Award 

Field Office Register No. 3 

Information Concerning Special Agent 
Position 

Applicant Fingerprint Card 

Out Card, General Index 
FD~260,1 

Cover Page Accompanying 
Investigative Report FD—263.1 

Job Qualification Statement of Position 
of Radio Maintenance Technician 

Request for Information 

Positions for Applicants in the Laboratory 

Monthly Review Sheet 

Cover Page Acoompanying Summary Report 
FD-272,.1 

Information Concerning Housing 
Conditions in Washington, D. C., 
and Vicinity 

Radio Interference Report 

Field Reply to Bureau Follow-up Letter 
(Form 3-208) re SA Physical Condition FD-277.1 

CW Radio Message Form 

CW Radio Log 

Decoded Copy = Radio or Teletype 

Receipt for Government Property 
(full sheet) 

Receipt for Government Property 
(half sheet) 

Annual Leave Request 

Annual Leave Request (for SAC, ASAC; 
in excess of two days for employees 
on (1) probation, (2) against whom 
disciplinary action is pending) 

Volume iT 
- 3 = 

4/1/75 

[ 

Types of Paper 

thin white (WH) 

buff ledger paper 

offset paper 

White card stock 

pink card stock 
salmon card stock 

thin white 
offset paper* 

offset paper 

white bond 

offset paper 

white bond 

thin pink 
pink bond* 

offset paper 

White bond 

white bond 
thin yellow 

white bond 

white bond 

pink bond 

white bond 

white bond 

white bond 

white bond 

Honored 
Revision Dates 

12-30-70 

6—-20—72 

11=4~74 

4=—25=72 

3=3—-55 

1-7-72 

114-74 

6—11~64 

L1i-4=—74 

[1-24~75} 

3—3=59 

[3—27~-75] 

1-31-67 

2—-1L5—74 

12=11~58 

12-3=58 

8=—28-58 

8=11~64 

8-11-64 

4-24-74 

8=25-67 



FD-283 

FD~284 

FD=285 

FD—286 

FD-287 

FD-287a 

FD-288 

FD-290 

FD=291 

FD=292 

FD-293 

FD=$294 

FD-295 

FD=296 

FD-297 

FD—298 

FD~299 

FM Radio Station Log 

Purchase Order (preinserted carbon) 

FBI Personnel Status Form 

Daily Traffic Report 

Clerioal Vooation Record 

Agent Vocation Record 

Operator's Road Test and 
Driving Certification 

CW Radio Delinquency Report 

Employment Agreement 

Change in Marital Status 

10—Day Interview 

Letter Initiating Investigations of 
Clerical Employees and 
Special Agents (Law) 

Selective Service — Reserve Status 

Log of Toll Calls 

Log for Technical Surveillance 

Letter Instructing the Cincinnati Office 
to Request Search of R. 0. Polk Company 
Files 

Historical Reoord 

Types of Paper 

white bond 

white bond 

white bond 

white bond 

white bond 

white bond 

thin white 

white bond 

white bond 

white bond 

thin white (WH) 
thin yellow 

White card stock 

white bond 

thin white 

white bond 

white card stock 

(WH) 

Revision Dates 
Honored 

2-863 

813-63 

2~12@—71 

12~11-64 

4-1-74 

4~1-74 

7~-14~71 

2=11=-63 

“|. 

11-1=—73 

10-9—73 

9-6=72 

6-3-74 

8-3—73 

3-4-64 6 

1-28=57 

1-10-63 

3-14-57 

» = 
- 
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FD-300 - 

FD-301 - 

FD-302 

FD-303. 

FD—304 - 

FD-305 - 

FD-306 

FD-307 ~- 

FD-308 - 

¥FD=-309 ad 

FD-310 - 

FD-311 - 

FD-313 - 

FrD-314 - 

FD-315 - 

FD-316 - 

FD-318 - 

FD-319 ~ 

FD—320 - 

FD=321 - 

Attachment to Standard Form 88, 
"Report of Medical Examination" 

Report of Audit of Imprest Fund 

FBI FORM BOOK 

TABLE OF CONTENTS 

Form for Reporting Information That May 
Become Testimony ({preinserted carbon) 

Stock Issue Record 

Record of Absences for Illness 

Last Cover Page for ADEX Report 

Cover Sheet for Informant Report or 
Material FD-306.1 

Application for Sick Leave Statement 

Federal Savings Bond Payroll Allotment 
Authorization and Record 

Report of Interview with Employee 
Departing on Maternity Leave 

Change of Address 

Letter Identifying Clerical Employees 
as Potential Special Agents 

In-Service Training Confirmation 
for Special Agents 

Office of Preference Letter 

INS Lookout Notice 

Background Data for Limited Inquiries 
on Maintenance Employees 

Questionnaire for Applicants for Radio 
Maintenance Technician Positions 

Interview Form — FBI National Academy 
Applicant 

FBI Case Status Form 

Publicity Canocellation Notice re 
Fugitives 

55019 Docld:32989605 Page fil 

FD-320.1 

Volume IIT 
-— 1 - 

4/1/75 

FD-302.1 

Types of Paper 

white bond 

white bond 

offset paper* 

white card stock 

white card stock 

thin white 

thin white 
offset paper* 

white bond 

white bond 

white bond 

white card stock 

thin white (WH) 

white bond 

white bond 

white bond 

thin white (WH) 

white bond 

white bond 

white bond 
thin yellow 

white card stock 

Honored 
Revision Dates 

8-28-72 

9-23—57 

11+27-70 

6-13-57 

6=25465 

[2-13-75] 

9-30-69 

[2-5-75j 

6—2S~-67 

6-20-69 

2-27-73 

11-29-74 

7=—19-74 

3—1=74 

9-10-68 

Qmhne 71 

10-30-73 

8—1-73 

9-30—74 

6-30-72 



Honored 
Revision Dates Types of Paper 

FD-322 ~ Employment Opportunities for Your white bond 
Assooiates 1~4-73 

FD-324 - Special Agents' Accomplishments Record white bond 5-13-74 

FD~325 —- Promotion Recommendation for Non-Agent : White bond 
Personne] FD-325,.1 thin white 

FD—325.2 thin yellow 6=16=72 

FD=-326 - Recommendation for Trial Assignment White bond 
FD-326.1 thin white 
FD-326,2 thin yellow 6-16-72 

FD-327 ~- Reassignment and Permanent Assignment white bond 
Letter FD-327.1 thin white 

FD-327,2 thin yellow 10-367 

FD-328 - Waiver of Consent for Polygraph white bond 
(available in Spanish for AQ, EP, NY, 
PX, MM, SA, SD, SJ) 8-9=72 

FD=-329 ~- Monthly Report -— VOT ADP card 1=23--74 

FD-330 - Itinerary yellow ledger paper 11-29-72 | 

FD-331 ~ Letter to Secure Bureau Authority white bond 
for Part-time Employment 9-872 

FD—331a - Letter Advising of Termination of White bond 
Part—time Employment 1~11=63 ‘ 

FD-333 - Interview —- Departure for Military white bond 2 
Service L1-3-67 oe ; 

FD-334 = Crypto Log white bond 7~19-67 : 

FD-335 - Employees Information Sheet and white bond 
Questionnaire re Foreign Assignment 
and Assignment to Anchorage, : 
Honolulu, and San Juan 4-16~74 

FD~336 — Request for Authorization to thin white (WH) 
Interview Subject FD-336,1 thin yellow 4=-1~74 

FD-337 ~- Personal History of Disaster Victim white bond 7~24—62 

FD=338 ~ Intraoffice Memorandum re Destruction white bond 
of Channelizing Memoranda after 
Inclusion in Reports 3=-14-68 

FD-338a — Intraoffice Memorandum re Destruction white bond 
of Channelizing Memoranda under 
1-Year Rule 4-8-63 

FD—339 — Currency List (preinserted carbon) [8~2~74] 

FD-340 - 1-A Envelope small white bond 6~24=65 ~ 

+ 

Volume IIt 
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Honored 

Types of Paper Revision Dates 

{ FD-340a ~ 1~A Envelope manila [3-12-74] 

FD-341 ~ Radio Equipment Maintenance Log white ledger paper 7~28-61 

FD~342 - Dissemination Routing Slip ~ Local white bond 
Intelligenoe Agencies 3~15-73 

FD-344 ~ Annual Telephone Equipment and white bond 
Cost Report 3=27—72 

FD-345 - Photographic ~ Photocopy Log white bond 3-11-63 

FD-346 ~ Immigrant Case Form Letter to Bureau white bond 
and Washington Field Office FD=346.1 thin yellow 12-21-70 

# 

FD~347 ~ Lead Card (preinserted carbon) 8~5-69 

’ FD-348 - Informant Index Card white card stock 9-18-73 

FD-349 - Work Sheet - Stenographer's Production white bond 
Average 3-27—68 

FD-350 - Mounting Sheet for Newspaper Clippings white bond 7-16-63 

FD-351 ~ Assumption of Custody Request thin white (WH) 
FD-351.1 thin yellow 4~4-—73 

FD-352 - Handwriting and/or Hand Printing green ~ white bond 
Specimen in Fraudulent Check Cases 3—24-69 

FD-353 - Personal Identification Fingerprint Card white card stock 7=27=65 

FD-354 - Interview or Report re Sick Leave thin white 8-11-73 

FD-356 ~ Request for Agency Check white bond 7-24-74 

¥D-357 —- Automobile Utilization Chart white bond 1-13-69 

FD-358 —- State Teletype System Form thin yellow 3-29-65 

FD-359 - Frequency Chart (For use in BA, BS, BU, white bond 
CG, CV, DE, JK, KC, LV, LA, MM, MI, NK, 
NH, NY, PH, PX, PG, Sh, SD, SF, SJ, SE, 
TP, WFO) 6-27-63 

FD-360 - Car Ocoupant Chart white bond 7~1L8-63 

FD-361 - Request and Authorization for, or white bond 
Cancellation of, Allotment of 
Compensation for State Income Tax Purposes 9m29—72 

[ FD-365 - Airtel — Summary of Complaint thin blue 
FD-365.1 thin yellow [11-27-74] 

t 
x 

' PD-366 - Letterhead Memorandum Advising Secret thin white (WH) 
Service of Ghange in Residence and/or FD~366,.1 thin yellow 
Employment of Certain Bureau Subjects 12-12~72 

* 

t 

Volume III 
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Types of Paper 
Honored 

Revision Dates 

FD-3 67 ~ Transmittal Letter for Cease-duty white bond 
Performance Rating and Bureau Property FD~367.1 thin white 10-20-69 

FD-3 69 - Requisition for Supplies and/or 
Equipment (preinserted carbon 8~17~70 

FD-370 ~ Progress Record for New Agents white bond 
Training Programs in Field 10-25-72 

FD<371 - Monthly Letter re Dissemination of thin white (WH) 
Criminal Information FD-371.1 thin yellow 1-4—73 

FD-374 - Monthly Progress Letter for Criminal white bond 
Informant Program FD-374,.1 thin yellow 2-4-65 “ 

” 

FD-375 - Training Agreement white bond 8=28~—72 

FD-376 - Dissemination Letter to Seoret Service thin white (WH) 2 
FD-376,1 thin yellow 10=9-73 

{ FD-377 —- Extremist Informant Review Sheet pink bond (1-14~75] 

( FD+379 ~ Request for Interview Authorization thin white (WH) 
re Contact Cases FD-379.1 thin yellow [7-1~74] 

FD=~3 80 ~ Personnel Record (Fingerprint Card) white card stock 
(formerly "No Number" form ~ Volume III) 7=27-65 

FD-381 ~ Motor Vehicle Maintenance Record white bond 11-3--65 

FD~382 ~ Foreign Assignment Agreement white bond 5-9=72 
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Procurement and Administrative Services Section 

3-115 ‘,eee Movemont Section Work Sheet (A through K) 
Front Office, Movement Unit 

3~115a ee. Movement Section Work Sheet (L through Z) 
Front Office, Movement Unit 

3—L15Sb eee Movement Section Work Shcet (continuation sheet) 
Front Office, Movement Unit 
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3-117 «eee Analysis of Separation - Field Office and FBIHQ 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

3-121 eoee LEtter to SAC Transmitting Material for Field Personnel 
Files 
(thin white and M&T blocked yellow available) 
Personnel Section, Veterans' Counseling and Clerical 
‘Promotion Unit, Leave and Woes tion Records Subdivision 

3-134 esee Record of Jobs Assigned ana Completed in Exhibits 
Section 
Exhibits Section 

3-135 eeee Photographic Requisition 
Exhibits Section 

1 

E claisiehinun dahil sien sahnansamasdisedappthahtatdiona.ahiunaciensarionhenadh lent aa tanaphandmlicintedadedtiastiahasietandshatin "ata crate nak dea bene eokadg ht ee Serle bd Aiea Sele detipnink,Apdakad bechrhedienll, its St ateth Tha Ba Demtsphsdla hie 5. ech inamaed A dn bAtsies 24 todd aM, 24M shideeaece,., oe ahead.e ke worl 

3-140 wees Work Sheet to Record Necessary Information from which 
Leave Record is Made 
Personnel Section, Veterans’ Counseling and Clerical 
Promotion Unit. Leave and Vocation Records Subdivision 

{ 3-147 eoee Temporary Ensloyee Fayroell Card 
Fersonuel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

a 

BA per Seater Syne pint aie las tb aay Hee AL aan arte ert ER lh a Ne 

3-152 .... Follow-up Card for Requests of 201 Files 
“.Parsonnel Seation, ‘Bers eens Services Unit, 
Personnel Actions Sutdivisicn 

eS eter pig Napa R Mee the 

BtL5S os e020 Letter .to: SAC re:Special Performance. Reports Regarding 
Special Agent Personnel with Recommendation Regarding 
Promotion 
(thin white and N&T blocked yellow available) 
Personnel Section, Applicant and Placement Unit, 
Personnel briefing Subdivision; Veterans’ Counseling 
and Clerical Promotion Unit 

ee haere nwa eee Teeter 

3-159 eoee Field Appointment Letter 

(thin white and M&T blocked yellow available as 3-159a 
and 3-150b with special instructions to the SAC and : 
certain cnclosures respectively) ! 
Personnel Section, Porsonnel Services Unit, 
Personnel Actions Subdivision 
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3~159a eeee SAC Tickler Copy of Form 3-159 (with special 
instructions to the SAC) 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

3~159b eoee H&T Blocked Yellow of Form 3-159 (also used for FRIHG 
Tickler ~ per Miss Tibbetts, 5/28/65) (indicating 
Special inctructions to the SAC and certain enclosures) 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

3-165 esoee Record of Shipments Received in Stock Room 
Mechanical Saction 

3-178 sees Positions Certified, Fiscal Year 
Personnel Section, Personnel Services. Unit, 
Position Classification Subdivision 

3~181 eee Tickler Card on Extended Leave and Leave Without Pay 
Personnel Section, Veterans’ Counseling and Clerical 
Premotion Unit, Leave and Vocation Records Subdivision 

. 3~183 eeee FPhotostat Sign-out Sheet (Justice Buildings) 
Hechanical Section 

8% nia eee hemo, "To ALL Employees , Under. Transfer", Si  Housin eg ee 
a oe whee 2 ge ie on = : e Fro He ‘Office; ; 7 Mo “vy ement | ‘nit’ * fat ; ee ae ayh *3 oe “ wk See 

| 3-130 eee Housing Card. (yellow) 
MeeVee cette, Jo etapeee rs Personnel Section,. Applicant and Blacement: Unit, . 

| ' Housing and Tes Stine’ ‘Subdivision oe 

3~201 ooo Letter Requesting Report re Service Record of Employes 
— Returning from Military Leave (bond = 8x7; thin white 

and unblocked yellow availabie - each 8xi0%$) 
Personnel Section, Veterans' Counseling and Clerical 
Promotion Unit, Leave and Vocation Records Subdivisio 

3~205 oees Request for Photographic Work 
Mechanical Section 

3-206 eeee Pressman's Running Chart 

Mechanical section 
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3@207 eoee Daily Work Sheet 
Mechanical Section, Photostat Unit 

. 3~208 eeee Follow-up Letter Concerning Physical .Condition of 
Special Agent (thin white and N&T blocker yellow 
available) | 
Personnel Section, Personnel Services Unit, : 
Speciai Artents Physical Examination Subdivision and E 
Health Service Subdivision 

3-211 esee BUCAR Accident Record 
Personnel Sectien, Commendation, Supervisory Appreva: 
and Special dactzon Unit 

3-218 eoee Henith Service Report | x8 | 
Personnel Section, Personnel Services Unit, 
Health Service Subdivision | 

3-234 esee FBE Laundry Receipt, Stock Room (for clean Laundry F 
delivered to Divisions at FBIHQ) 

‘Nechanical Section | 

ae 3-235 eoee FSI Laundry Receint, Stock Room (for soiled ia gece 
dolivered to Stock Roo m by Divisions at FBIHQ) 
Mechanical Section 

eSut dnenotte DT nes omen io, puree Applicant Listing. Card. (pink,,.white,. aia : 
HEE INES PESTLE EEE OS” Deen cenel’ Sactien, Apnpiicant and Placement Unit | 

Applicant Bricfing Subdivision 

oi wore STRAT. y peeen, HOMebly, Work Report. loo: gee at tate lie] aise ate ” 
Mechanical Section, Photo Unit 

3-252 eevee 2. O. and A. O. Mailing List | 
Hechanical Section | 

i 

3~266 eceee REDLy to Requests for Invitation to Bid or to ipa Place! 
on Gidders' Mailing List (used only in bond - Lawless); 
Procurement and Administrative services Section ; 

k 

3-271 eoee Bid Tabulation | 
Procurement and Administrative Services Section 

3-273 @eene Bidders! Lis G 

Procurement and Administrative Services Section 

3-274 eeee Daily peers of Shipments from Stock Room 
Mechanical Section 

inlA TE EOL Bt oR ee Ee Me PER COREY ETT ote 
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3-275 sees Housing Request Card (pink) 
Personnel Section, Applicant and Placement Unit, 
Housing and Testing Subdivision 

3-278 esee ReEQuISition Record 
Mechanical Section, Assembly Unit 

3e278a eese WEO Work Sisn-out Sheet 
Mechanicai Section, Assembly Unit 

3-281 esee Clerical Test Rating Card 
Personnel Section, Appmiicant and Placement Unit 
Housing and Testing Subdivision 

3=+289 oeee ReStoration of Veterans 
Personnel Section, Veterans! Counseling and Clerical 
Promotion Unit, Leave and Vocation Records GS -bhdivisio 3 

3-295 eoee Clerical Transfer Lotter, Personal Convenience 
(thin white, biochkecd, and unblocked yellow availabie} 
Front Office, Movement Ouit 
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TABLE. OF CONTENTS 

ADMINISTRATIVE DIVISION 

VOLUME TIT 

3-301 ose Bindery Unit Work Sheet 
Mechanical Section 

3-302 esoee Special Agent Anpointment Letter ~- Report to Justice 
Building (thin white ae KET blocked yellow availabie} 
Personnel Section, Persannel Services Unit, 
Personnel Actions a sion 

2 

3-302a eeee Special Agent Aprnointment Letter ~- Report to Old | 
Post Office Euilding (OFO) (thin white and M&T blocked 
yellow availapls) 

| Personnel Section, Personnel Services Unit, 
| Personnel Actions Subdivision 
| 

bo 3-303 eseoe ACKUIitional Information and Instructions 
: (Attachment to Special Ament Appointment Letter) 

Personnel Section, Parsonnel Services Unit, 
Persenneli Actions Subdivision 

3-315 °- .... Automobile Sirn-in an Sign-out Record (formerly 2-9 
and prior to that 3-313} 
Mechanical Secticn 

3-314 eoee Stenocraphic Training (Flyer) 
Personnel Section, Applicant and Placement Unit, 
Housing and Testing Subdivision 

3-316 eee Comparative Tabulation, Field Investigative Report 
Budget and Accounting Section 

3-317 esee Work Sheet for Various Tabulations and Special 
Requests for Administrative Report Data 
Budgvet and Accounting Section 

3-320 - ..6e. Weekly Delinauency Report for Administrative Division 
(thin white available) 
Front Office, Administrative Review Unit 

3-321 eeee POSition Classification Program Questionnaire 
(thin white. only) 

eo Personnel peer toes Personnel Services Unit, 
Position Classification Subdivision 

ee et 
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3~323 

33-3272 

3-336 

3-337 

3-338 

rs 
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Position Classification Audit Work Sheet 
(thin white only) 
Personnel Section, Personnel Services Unit, 
Position Classification Subdivision 

Notice Concerning Separation (attachment to 
reSignation acceptance letter - general 
(unblocked yellow available) 
Personnel Ecection, Personnel Services Unit, 
Personnel Actions Subdivision 

Weekly Report of Pending Work 
Personnel Section, Personnel Services Unit 
Position Classification Subdivision 

Bill of Lading Information Sheet 
Mecnanical Section, Stock Room 

Delinquency or Work Report - Adminis trata ve Division 
(daily and weekly) (thin white available) 
Front Office (general use in Division) 

Confidential Material Receipt 
fechanical Section, Stock Room 

Memorandum Transmitted with Official Personnel Folder 
, Of Former Bureau Employee to another Government. Agency.. 

(thin white available 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

Adult Waiver and Record Concerning Asian Influenza 
Vaccine Record 
Personnel Section, Personnel Services: Unit, 
Health Service Subdivision 

Cover) 
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Minor Waiver and Record Concerning Asian Influenza 
Vaccine Record 
Personnel Section, Personnel Services Unit, 
Health Service Subdivision: 

Field Office and FBIHQ Special Agent Physical Exanmina 
tion Authorization for U. S. Army Hedical Installations : 
Personnel Section, Personnel Services Unit, 
Special Agents Physical Examination Subdivision 

Field Office and FBIEQ Snecial Ag ene Savers it oe 
tion Authorization for U. 5. Navy Nedical installat 
Personnel Section, Personnel Services Unit, 
.Special Arents Physical Examination Subdivision 

Bureau of Employees Compensation (BEC) Matters, 
- Tabulation of Work-related Injuries 

Page 119 

Personnel Section, Personnel Services’ Unit, 
Special Agent Physical Examination Subdivision 

Letter Transferring Officiai Personnel Folder 
and Record of Leave Date to Other Government Agenci 
(H&T blocked yellow available ~—- per memo 11/22/71) 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

Control. and Inventory ule fOr _jaminated 
* : "s 

Som — “heey "ne . « 

Exhibits Section 

Requisition Record on Printing Request 
Mechanical Section, Plate ttoom 

Letter to Bureau of Employees’ Compensation 
Concerning Compensation Hatters (thin white with 
heading; M&T blocked yellow available) 
Personnel Section, Personnel Services Unit, 
Special Agents Physical Examinaticn Subdivision 

(over) 

oe OS ee 
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3~452 eeee Replenishment Analysis and Purchase Requisition 
Procurement and Administrative Services Section 

3~453 eooe Instructions to Reading Room re Enclosures (3x5 slip - 
blue) 
Personnel Section, Personnel Services Unit, 
Position Classification Subdivision 

3-454 eeeoe Purchase Requisition 
Procurement and Administrative Services Section 

3-461 eeoe Permanent Housing 
Personnel Section, Applicant and Placement Unit, 
Housing and Testing Subdivision 

i 

3~462 eeeoe Request for Comments of Bureau Employee on 
Applicant Acquaintance 
Personnel Section, Applicant and Placement Unit, 
Applicant Briefing Subdivision 

: 

! 

t 

3~470 eeee Work Sheet - Personnel Tabulation by Divisicns 
Budget and Accounting Section 

7 3-471 esee Record = Repair Costs on Typewriters 
: Procurement and Administrative Services Section 

enone TEAS. 9080 Letter Ordering Bureau Applicant, Investigations. _..u.,-- 
Eo Mason ge 8 ag ae eet OI PBITG (original | on thin white with’ heading) 

Personnel Section, Applicant and Placement Unit, 
Applicant Briefing Subdivision 

364730 Ti. Mar Blocked yellow of Form 3-473. 0° 
Personnel Section, Applicant and Placement Unit, 
Applicant Bricfing Subdivision 

3~479 esee Odd~Hour Shifts - Inspectors' Work Sheet 
(original on thin white) 
Personnel Scction, Veterans' Counseling and Clerical 
Promotion Unit 

3-48] eee Blood Nequest 

Personnel Section,-Applicant and Placement Unit, 
Housing and Testing Subdivision 

3-488 eseae Reply to eGo for Latest Address of Employees 
and Former Employees (thin white available) 

“a Personnel Section, Personnel Services Unit, 
east | Personnel Actions Subdivision 
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Height, Weight, Frame Evaluation - Male Employees 
Personnel Section, Personnel Services Unit, 
Health Service Subdivision: 

Position Evaluation Summary - Supervisory 
Personnel Section, Personnel Services Unit, 
Position Classification Subdivision 

Status Inquiry 
Personnel Section, Applicant and Placement Unit, 
Applicant Office Subdivision 

Retirement Information 
Personnel Section, Veterans’ 
Promotion Unit ° 

Counseling and Clerical 

Personnel Security Review’ Record 
All Sections (routed to Randolph) 

e . ‘ 
7 24 ey x ae . «,* 2S «, * tees "oe 
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TABLE OF CONTENTS 

ADMINISTRATIVE DIVISION 

VOLUME IV 

3-500 eeee Authorization for Data Processing Section to 
Order Cuccks from the Treasury for fAporoved Avards 
Personnel Section, Commendation, Supervisory Approval 
and Special Action Wnit 

3-501 ooo Credential Work Sheet 
Exhibits Section 

3-505 ooese Reply to Applicant -~- Satisfactory Ratings not Attained 
(thin white and MZP blocked thin yellew available) 
Personnel Section, Applicant and Placement Unit 

3-506 eeee Reply to Applicant ~ No Encouragement; Applications 
Exceed Appointments which are mede on a Wigniy 

GetLtive LS 3 VHA a Rieke > ye gue j Competitive Basis (thin white and ESTP blocked thin 
eS yellow available). 

Personnel Section, Applicant and Placement Unit 

3-508 %.... Reply to Applicant - Appointment not Possible at this 
Time; Qualifications on File for Future Reference (zo 
action category ~- per Cors Carter 16/5/72) 
(thin white and Livi blocked thin yellow available) 
Personnel Section, Applicant and Placement Unit 

i 
é 

i 
i 
t 

3-509 eoee Reply to Anplicant ~ Appointment not Possible at.this 
Time; Qualifications Listed for Future Reference 
(thin white and HiT bTocked thin yellow available) 
Personnel Section, Applicant and Placement Unit 

38-512: ..2.e. Purchase Order (white, numbered consecutively, and 
used exclusively at the FRIHQ) (formerly green, 
consecutively numbered copy of FD-284) 
Procurement and Administrative Services Section 

3-514 eeee OutSide Fmployment Index Card 
Personnel Section, Veterans' Counseling and Clerical 
Promotion Unit 

3-518 eoee Warning Notice Against Mutilation of Filed Compensation 
Act Forms 

eo Personnel Section, Personnel Services Unit, 
Special Agent Physical Examination Subdivision 
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3-521 

3-523 

3-524 

3-525 

3-526 

3-527 

3-528 5 

6385320) | 

3-533 

3-533a 

3~934 

«* 

@ @: 

eo @ 

+ 
- 
~,,« 

° 

e 

“Daily Clerk-Arent Ratio’ (handed in week 

“ROUTING SHIP’ 

Evaluation Summary - Nonsupervisory 
Personnel Section, Ferscnnel Services Unit, 
Position Classification Subdivision 

Acknowledgement to Imployee Credit Inquiry 
(MET blocked yellow available) 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

Office of Preference 
Front Office, tovement Unit 

Reply to Service Record Inquiry 
(HET blocked yellow available) 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

Reply Advising Inquiry Concerning Service Reord 
Previously Acknowledsed (U&T blecked yellow availabie} 
Persennel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

Notification of Acceptance of Anpointment and 
Reauest for Temporary Uousing -Accemmodations 
Peroxunnel Section, Fersonnel Services Unit, 
Personnel Actions Subdivision 

ly EG ve Say -  #e eo 

Caitahan'’s office ~ ner Hrs. Love 5/2/73) 
Front Cffice, Movement Unit 

Letter Transmitting Credential Card for Sicrature 
(M&T blocked yellow and thin white availabie) 
(per Mrs. Lockhart) 
Procurement and Administrative Services Section 

Nye wriyig = RUNES ARETE NE NT TE I LEI ED RNR FM NTE TT UT HEMT RETR BELT eT ee TTP a 

a 7» oon os 

Letter Transmitting Cenpleted Credential Card 
(thin white and M&T blocked thin yellow available - 
per Hirs. Lockhart 1/27/72) 
Procurement and Administrative Services Section week he LOR LE, SBR TL 

Reply for Photographic Corresnondence 
(thin white and M&T blocked yellow available) 
Mechanical Secticn, Photo Unit 



3-536 eee Authorization for Captain of the Guard, GSA, to 
Issue Temporary Passes to Non-FBI Enployces 
Procurement and Administrative Services Section 

aan, 

# ? + % # 
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VOLUME V 

3~550 eeee 

3~550a oeeon 

3-551 ooo 

3-554 eee 

3~556 baie 

3-557 eeee 

3-558 eoees 

3~559 esaee 

3~561 eee 

HW 55019 DocId: 32969605 Page 125 
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TABLE OF CONTENTS 

ADMINISTRATIVE DIVISION 

Questionnaire Concerning Promotional Qualifications 
of Incumbent Chief Clerks and Assistant Chief Clerks 
Personnel Section, Applicant and Placement Unit 

Questicnnaire Concerning Clerical Employces with 
Actual or Potential Qualifications for Chief Clerk 
or Assistant Chief Clerk 
Personnei Section, Applicant and Placement Unit 

Letter of Instructions Concerning Federal Employees 
Heaith Benefits Program zy 
Personnel Section, Applicant and Placement Unit, 
Housing and Testing oCirfice 

Apynroval Letter for Relief Supervisors 
(thin white, blocked yellow, and unblocked yellow 
aveilable) 
Personnel Section, Commendation, Supervisory Approval 
and Speciai Action Unit 

Car Schedule , 
Front Office, Administrative Review Unit 

Paper-cutting Request (yellow; pink for special work) 
Hechanical Section, Printing Unit 

Maintenance Checklist 

Exhibits Section 

Dissemination Letter - Sketches and Photographs 
for Inclusion in National Dsnkx Robbery Album 
(thin white and M&T blocked yellow available ~+ 
confirmed 9/6/68) 
Exhibits Section 

Airtel Transmitting Artist's Conceptions (thin green - 
original; lixf blocked and unblocked yellow (latter 
confirmed 9/5/68) available) 
Exhibits Section 
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3-563 

3-565 

3-566 

3-567 

3-568 

3572. 

3~576 

3-577 

e 

* 
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Notice Concerning Blood Donor Program 
Personnel Section, Applicant and Placement Unit, 
Housing and Testing Subdivision 

Maintenance Record for: Electrically—-Operated 
Filing Cabinet 
Procurement and Administrative Services Section 

Class of Agent or Clerical Appointees 
Personnel Section, Persounel Services Unit, 
Personnel Actions Subdivision 

Airtel for Suppl pani investigation of AP spointee 
raiiable) . 

sectian, eee ae and Placement Uuit, 
subdivision 

Personnel 
Applicant Bricting 

Evakuation Summary Prepared by Supervisor cof 
Former Bureau Dsnphoyee Applying for Reinstatement 
Personnel Section, Applicant ang Placement Unit 

Schedule cf Collectézons (thin white availabic) 
Budget and Accounting Section 

Enclosure Concerning Reenployment Rights to 
Resignation Acceptance Lottor to. Resignee Iintering 
oo Service eee yeilow available) 

Personnel Section, Ferdornel Sérvices Unit; ” 
peace ce Actions sanabeiatod 

Special Agent Promotion Recommendation for 
Grades GS-11 and GS-12 (Unblocked bond for original 
and copy — per L. Davidson) 
Personi2 1 Scetion, Personnel Briciing, . 
SAC Hemoranda and Agent Reallocation Unit 

Kardex Reference re Vocation Records of Employees 
Personnel Section, Veterans! Counseling and Clericat 
Promotion Unit, Vocation Records Subdivision 

Request for Certain Information from Fieid Offices 
and FRIHQ Divisions Concerning Reserve and Selective 
Service Matters (unblocked thin white with heading 
for original) 
Personnel Section, Veterans! Counseling and Clerical 
Promotion Unit 

Bh. i 
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3~578 eee. Airtel to Field re S0G khuployee Desiring Transfer 
to Field (thin sreen - original and tickler; 
M&T biocked yellow availabie) 
Personnel Section, Applicant and Placement Unit 

3-579 eoee LEtter to Ficld re SOG Action Taken re Clerical 
Employee's Reauest for Transfer (thin white and 
HM&T blocked yollow available) 
Personnel Section, Applicant and Placement Unit 

3-580 ooee Additional Preliminary fnformation on Clerical 
Enployee ro Transfer, Reassipgnment, Trial 
Assignment, or Promotion (thin white and M&T 
biocked yellow available} 
Personnel Section, Applicant and Placement Unit 

3=5381 eeee Additional Instructions to Appointee (CFBIH9) 
(enclosure to orm 3-596) (thin white and unblocked 
thin yellow avnilable) 
Personnel Section, Personnel Services Unit, | : 
‘Personnel Actions Subdivision : ; 

pinks 
& 

3~584 eeee Charge Out for Payroll Card (blue, green, orange, 
Personnel Section, Perscnnel_Services Unit, 
Personnel Actions Subdivision 

2 0. Be BSR. aah “Review-of Performance Rating «(thin white only): ~:- 
Personnel Section, Commendation, Supervisory Approval 
and Special Action Unit 

t pote 3-587 .- ....° Additional Instructions to Apdgointee (Pield) © 
, (enclosure to Porms 3-159 and 3-320) (thin white 
| and unblocked thin yellow availabliec) 
! Personnei Section, Personnel Services Unit, 

Personnel Actions Subdivision 

3-588 eee Cover Letter to Field in Precessing Deaths of 
Bureau Employees (changed from thin white to white 
bond — per Horgshey - Branthover, December, 1968) 
Personnel Section, Personnel Services Unit 

3~5838a eoeooe FBINO Tickler Copy and M&T Blocked Yellow File Copy 
of Form $-558 
Personnel Section, Personnel Services Unit 

3-588b eoee Enclosure to Form 3-588 - General Informatian for 

Survivors (4 pares - copics not to be assembled or 
’ stapled for Division IIT - pex Ruth Wood) (bond} 

7 Personnel Section, Persennel Services Unit 
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3-589 eeee 

3-590 eee 

3—592 eevee 

3~594a eee 

. . a r ‘d ©» a. 7. « 
wv sae @ a 2 e e eo a e ‘ eo? ‘ # * « « ° at ‘ « * “s . en 

3-596 oe 

3-596a eee 
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« Porsonnel.Secvicn,..Personnel: Services Unit, 
' Personnel Actions Subdivision 

.-.Form 3-594 -(indicating special.. 

Lotter to Ficld re Employee Illness, Maternity 
Leave, Sick Laave Records, etc. (bond) . 
Personnel Sectien, Parsonnel Services Unit, 
Veterans’ Counseling and Clerical Promotion Unit 

Notice of Information ~ Employment with the FBI, 
Washington, D. C., Allowance for Transportation 
Personnel Section, Applicant and Placement Unit 

Letter of Instructions to Field re BUAP ~ Special Arent} 
(available in thin white and blocked yellow) 
Personnel Scction, Appiicant and Placement Unit 

Letter to Field re Employee's Draft Status or 
Military Service (bond only) . 
Personnel Section, Personnel Services Unit, 
Leave Matters Subdivision 

Field Part-time Indefinite Clerical Appointment Letter 
(thin white avallable as 3-594a) 
(blocked yellow and thin white available as 3-594b)} 
Personnel Section, BPaersonnel Services Unit, 
Personnel Actions Subdivision 

SAC Tickler of Form 3-594 (with special instructions 
to the SAC) (thin white) 

r (thin white) cf M&T Blocked Yellow and FBIHO Tickle 
znstructions to.the. 

ie} 

RS “(> 

SAC and certain enclosures) 
Personnei Section, Personnel Services Unit, 
Personnel Actions Subdivision 

FBINQ Appointment Letter 
(thin white available as 3~59Ga) 
(blecked yellow and thin white available as 3~-596b)} 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

SAC Tickler of Form 3-596 (with Special instvucticns 
to the SAC) (thin white) 
Personnel’ Section, Personnel Services Unit, 
Personnel Actions Subdivision 

Page 128 | 4/1/74 



~ 

3-596b ecee M&T Blocked Yellow and FBIHQ Tickler (thin white) of 
Form 3-595 (indicating special instructions to the 
SAC and certain enclosures) 
Personnel Section, Personnel Services Unit, 

~Persornel Actions Subdivision « 
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3-614 
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Additional Instructions to Field Appointee 
(enclosure to Form 3-159) (thin white and unblocked 
thin yellow available) 
Personnel Section, Porsonnel Services Unit, 
Personnel Actions Subdivision 

Master Position Card (renltaces 3-104 and 3-104a) 
Personnel Section, Personnel Services Unit 
Personnel Actions Subdivision 

Routing Slip for Return of Cut Film Holders 
Hechanical Section, Protographic Unit 

Routing Slip Distributing IBM Programmer Aptitude Test 
Personnel Section, Applicant and placement Unit Cwrney 

Special Agent Aprointment Letter ~ Confirmation of 
Telegram or Teletype Ci&T blocked yellow only 
oe - ae ahs Hunsinger) 

Pereonnel Secti Personnel Services Unit, 
ene cant aaa subdivision 

Separations List 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

Physical Examination Authorization for U. 8S. Fublic 
Health Service 
Personnel Section, Personnel Actions Unit 
special Agent Physical Examination Subdivision 

Physical Examinations Routing Slip 
Personnel Section, Personnel Actions Unit, 
Special Agents Physical Examination Subdivision 

SOG Clerical Appointment Letter - Confirmation of 
Telegram (M&aT blocked yellow only available - 
per Mr. Hunsinger) 
Personnel Saction, Personnel Services Unit, 
Personnel Actions Subdivision 
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Telephonic Request re Credit or Service Record Inquiry 
Personnel Section, Fersonnel Services Unit, 
Personnel Actions Subdivision 

Routine Resisnation Acceptance Letter -—- Employment 
Agreement Fulfilled (thin white and M&T biocked 
yellow available) 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

neo Letter - Employment Routine Resienation Accepta o 
(thin white and HET blocked Agreement Not Fulfilled 

yellow availabie}) 
Personnel Section, Porsonnel Services Unit, 
Personnel Actions Subdivision 

Request for Applicant to Contact Bureau 
(HET blocked yellow available ~ per Feenev 12/7/71) 
Perscunel Section, Personnel Services Unit, 
Personnel Actions Subdivisicn 

Resident Agency Transfer at no Expense to the 
Government (thin white and M&T blocked yellow 
availabie) 
Front Office, Movement Unit 

Radio, Maintenance Technician Agreement. . +... -- 0. eG. 
' Personnel Section, Personnel Services Unit 

Rough Draft re Letter Concerning Retirement Matters 
Perscnnel Section, Personnel Services Unit, 
Veterans' Counseling and Ciericzi Promotion Subdivisior 

Check-off List re Leads in Bureau Applicant Investi- 
gations 
Personnel Section, Personnel Services Unit, 
Personnel Briefing, SAC KNemoranda and Arent 
Realiocation Unit 

Maternity Leave Letter re Continued Employment 
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(no thih white; M&F blocked thin yellow — Stoll 8/14/75 
Personnel Section, Veterans! Counseling and Clerical 
Promotion Unit 

service Computation Work Sheet 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 
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3-628 eeee Acknowledgment re Emptoyment to Individuals Overscas 
(thin white and H&T blocked yellow availabie - per 
requisition 6/7/72 o.k.'d by Carter 7/19/74) 
Parsonnel section, Applicant and Placement Unit 

3-629 eeee Acknowledgement to Inquiries of Unqualified Person 
re Spectal Arent Position 
(thin white and M&T blocked yellow available - per 
requisition 6/7/72 o.k.'d by Carter 7/19/73) 
Personnel Section, Applicant and Placement Unit 

3-630 eeoee Retirement Plague Reguisition 
Personnel Section, Commendation, Supervisory Approval, 
and Speecial Action Usit 

3-631 eeoe REGUCSE for Hilitary Information from Employee on 
Military Leave (thin vhite available) 
Personnel Section, Veterans’ Counseling and Clerical 
Promotion UsaLi 

3~-631a eeeoe M&T Blocked Yellow Cony of Form 3-631 
Hex Personnel Section, Veterans’ Counseling and Clerical 
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Procurenent and Rate ‘ge rvices Section 
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de 3-633 eooe Transmittal Communication for BRemakes of Identi-~ 
2 . . «fication Cards. ee a vo sae 

Front Office 
Procurement and Administrative Services Section 

3~634 eees Notificaticn of Personnel Actio: 

Personnel Section, Porsonnel Services Unit, 
Personnel Actions Subdivision 

CE ne ee 

3-635 eee. Instructions to SAC re BUCAR Accident . 
(thin white, blocked, and unblocked thin yellow 
available - per Jo Boorech) 
Personnel Secticn, Conmendation, Supervisory 
Approval, and Special Action Unit 

3-638 eee Change of Address Furnished by- Bureau Applicant 
Personnel Section, Applicant Ynterview, Orientation 
and Housing Unit 
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Agent Credential Control 
Procurement and Administrative Sexiees section 

Letter of Acknowledgment to:-Inquiry of Aboveo-Average 
- Applicants 
(N&T blocked yellow available) 
Personnel Section, Applicant and Placement Unit 

General Ledger Coding Sheet 
Budget and Accounting Section, Budget Unit 

tion for Employee Parking Space 

Key to JEY Building Control 
Procurement and Administrative Services Section 

Annual Record of Funds Allocated and Applied 
Against Special Types of Equipment 
Budget and Accounting Section, Budget Unit 
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Records Section, Filing Unit 

4~-5¢ ceee§3 Charpve-Oat 
Records Section, Correlation Unit 
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Large Report Tag (3x5 card - white) 
Records Section, Classifying Unit 

Error Record 
Records Section, Classifying Unit 

ROUTING SLIP 

FBS Record of Incoming Packages and Registered Mail 
Communications Section, Switchboard Unit 
Records Section, Routing Unit 

Procuction Record 
Recoras Section, Recording Unit 

Inquiry Slip to Consolidation Unit 
Records Section, Classifying 

General Index 

Production Record 
Records Section, Classifying Unit 

Error Slip 
Records Section, General Index 

ROUTING SLIP 

Work Report 
(thin white available) 
Records Section, Personnel Records 

Monthly Transfer Checlh: 
Records Section, Filing Unit 

Serial Removal Charge-Out 
Records Section, Consolidation Unit 

Filing Unit 

search Slip 
Records Section, Name Scarching Unit 

service Unit 

Numerous Reference Search Slip (long) 
Records Section, Name Searching Unit 

Service Unit 

Search Slip (short) 
Records Section, Name Searching Unit 

Page 135 5 
oo! ~— 

. 

FOR AMAA REAL tS 

Pag ile oe ntl Lap 



“ 
a 

HW 55019 Docld: 329689605 

424 

4~26 

4—31 

ae t O) 3 

4=-35 

4-36 

4-37 

4-44 

4-48 

A~49° 

4-50 

4-54 

4-57 

Error Record -— Examiners and Spot Checkers 
Records Section, Genornal Index. 

Recording 

Request Lor 
Records Section, Personnel Records ~ Locate Unit 

stop Card 
Records Section, Mail Room 

Communications Charge-out Record 
Communications Section, Teletype Unit 

Check Slip 
Records Section, General Index 

ROUTING Ship 

Return Receint Card for Eureau Mail 
Records Section, Hail Roon 

Crypto Messare Log 
Comnunicaticns Section, Teletype Unit 

special Time Approval for Employees 
Records Section, Classifying 

Corresation 
File Koview 
General Index 
Name Searching 

Serial Marker (available in white and pink ky 
Records Section, File Review 

Filing Unit 

Serial Charge-oOut 
Records Section, Personnel Records 

Receipt Card for Special Messenger Mail 
Records Section, Mail Room 

stop Card 
Records Section, Personnel Records 

Routing Unit 

Stop Mail (pink card) 
Records Section, Consolidation Unit 

Numbering Unit 
Service Unit 
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Special 

Tr 
NG ROUT SLIP 

Request 
Recoras 

Log 
Section, Filing Unit © 

Semiannual File Check 
Records Section, Filing Unit 

ROUTING SLIP 

Serial Removing Form (¢reen) 
Records Section, Filing Unit - Lamination Subunit 

Locate Log 
Records Section, Filing Unit 

ROUTING SLIP 

Drawer Check Sheet 
Records Section, General Index 

Information Desk ~ i ass Fad 
Communications Section, Switchboard Unit 

Production Record 
Records Section, Filing Unit 

Abstract Request 
Section, Consolication 

Numbering 

Mail’ or 
Records 

Requests 
Records Section, Messenger Unit 

Obsolete Serial Removal Form 
Records Section, Consolidation 

Correlation 
Personnel Records 

Special Mail Tag (green) 
Records Section, Classifying 

Personnel Records 
Routing 

Serial Removal Form (skipped during serialization) 

Records Section, Consolidation 
Numbering 
Personnel Records 
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4—01 OF soos Filo Charge-Out 
Front Office 
Records Section, Personnel Records 

4~103 eoeee Telepram Mark~off Record 
Communications Section, Teletype Unit 

4-1034a eoee Mark-off Record 
Communicaticns Section, Teletype Unit 

4-104 eee Placing or Canceling of Stops on Stop. Desk 
Records Section, Routing 

4.109 eee EnCLOSure Filed on Bulky Enclosures Ramp 
Records Section, Filing Unit 

4~=112 «eee Messenger Run Log 
Records Section, Filing Unit 

Messenger 
Personnel Records 

4-Li6 eeoee SEarch and Instruction Slip 
Records Section, Consolidation Unit 

4-118 eoee ROUTING SLIP 

4amV2Z1 eee MALL Pickup Production Record 
Records Section, Recording Urit 

Routing Unit. 

4—-1294 eee ¢ ROUTING SLIP 

4-129 eoee Work Report 
Records Section, Correlation Unit 

4-132 coos mil Check Sheet 
; Records Section, Mail Room 
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Stop Card (yellow) 
‘Records Section, Filing Unit 

Courier Mail Log 
Records Section, Mail Room 

Abstract and Mail Sequencing and Filing Broduction 
Records Section, Filing Unit Record 

Numbering 

Mait Count Slip 

saecees Section, Classifying 
General Index 
Recordings 

Error Sheet ~ Typist 
Recoras Section, Consolidation 

General Index 

ROUTING SLIP 

‘ROUTING SLIP 

Pending Longe Distance Ticket . 
Communications Section, Switchbeard Unit 

Box Recaipts (yellow, pink, blue, and white) 
Records Section, Messenger Unit - Courier Service. 

Error Form 
Records Section, General Index 

Schedule of Classes 
Front Office 
Records Section, File Review 

Filing Unit 
Name Searching 
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Production Record (used by Supervisor) 
Records Classifying 

Consolidation 
File Review 
Filing Unit 
General Index 
Messenger 

Name Scarching 
Numbering 
Personnel Records 
Recording 
Routing 
Service Unit 

section, 

Telephone Calls for Service Unit Employees 
Records Section, Service Unit 

Error Form 
Records Section, General Index 

Key and Tour Duty Log 
Communications Section, Switchboard Unit 
Records Section,. Consolidat viLOon 

Filing Unit 
General Index 

Bie! Ue Gis toe Messenger . 

os “Name Scerching 
Personnel Records 
Routing 
service Unit . 

Personne]. File Cover Sheet 
Records Section, Personnel Records 

Special Delivery Receipt Record 
Communications Section, Switchboard Unit 

Microfiim Label (pink) 
Records Section, Filing Unit 

IWO File Summary 
Records Section, File Review 

Name Check Program Log 
(thin white availabie) 
Records Section, Front Office 
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5x6 "HOLD" Card 
Records Section, Filing Unit 

Abstract Production Record 
Records Section, Numbering 

Service Unit 

Accuracy Record 
Records. Section, Consolidation Unit 

Name Searching 
Numbering 

Daily Incoming Mail Count 
Records Section, Name Searching Unit 

special Tame Record 
Records Section, Numbering 

Recording 
Routing 

Errors Record 
Records Section, Recording Uni 

Training Record (File Reviewer's Progress Chart) 
Records Section, File Review Unit 

Label - "File or Bnclosure,, 28. Maintained 
“Permanently in“Room'° 7" Me (Sx5. ‘Gard)’ 
Records Section, Filing Unit ~ 

File Review Production 
(thin white availabie) 
Recoras Section, File Review Unit 

Error Slip 
Records Section, Personnel Records 

Drawer Charge-Out (yellow card stock) 
Records Section, Gcneral Index 

Numbering 
Personnel Records 
service Unit 

Movement 
Communications Section, Switchboard Unit 

Messages 
Communications Section, Switchboard . Unit 
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4-307 — sees Production Record; Spot Check 
Records Section, Consolidation 

General Index 
Mail Room 
Name Searching 
Routing 
Service Unit 

re APN ke ry 
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4~303 eeoe Examiner's Record 
' Records Section, File Review 

Mail Room 
Name Searching She ae elie oe, 

4.~3 04. esee Statistical Record (GS-5 and GS~6) 
Records Section, Comsolidatien Unit 

4~306 eeee Out Card Cwhite) 
Records Section, Numbering 

Personnel Records 

Routing. 

4—312 wees Permanent Serial Charge~Cut (JUNE Mail) 
Records Section, Filing Unit 

4~313 eeee Daily Tabulation of Work on Hand 
Records Section, File Review 

Name Searching 

4~31G ese Daily Report of Condition of Work 
Records Section, Filing Unit 

4-323 eeee Teletype Charges 
Communications Section, Teletype Unit 

4~331 soee LABEL ~ "Bulky Enclosure Bin # . 
Records Section, Filing Unit 

4~340 eeee Work Report (Records Section) 
(thin. white available) 
Front Ofiice 
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4~341 ees Memorandum Requesting Review of Bulky Exhibits 
Records Section, Filing Unit 

4~346 esee--4x6 Movement Card 
Communications Section, Switchboard Unit 

4-353 eeee Daily Mail Production Record 
Records Section, Numbering Unit 

4~+356 eeee Agent Cover Sheet for Fale 
Records Section, Personnel Recoras 

4—357 eeee Legal Attache Assignment Cover Sheet for File 
Records Section, Personnel Records 

| 4-376 eee Work and Attendance Analysis 
Front Office 
Records Section, Recording 

4~397 weee Individual Extension Service Record 
Communications Section, Switchboard Unit 

Po 4~508 ooes Individual Recerd for Work on Expedite Processing > 
Records Section, Routing Unit 

4-509 - eesoe “Return Receipt” Jtektce foe gas a of Form 4-37), 
ee a wo »* (3x5 .card) , | ee - 

| * “ Records Section, Wail Room 

4~516 eee Charere-Out for Temporary Badge (3x5 card) 
Records Section, Filing Unit 

Messenger 

. 4~528 escee “Changed To" Serial for File. 
Records Section, Consolidation 

Personnel Records 

4~531 eeee Production Record 
Records Section, File Review 

Numbering 
Personnel Records 
Recording 
Service Unit 

4—~553 eves Out Card (blue) = 

Records Section, Consolidation Unit 
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4—-553a eoee Out Card (¢reen and yellow) 
Records Section, Consolication Unit 

Personnel Records (green only-) 

4~553b oeee Out Card (blue) 
Records Section, Generali Index 

4-56 eeee Spot Check of Mail Pilers 
Records Section, Filing Unit 

Numbering Unit 

4~564 eee File Front (9x14) 
Records Section, Filing Unit 

4~566 eoee In-Service and Anplicant Numbering Index 
(Nos. 1 throush GG) 
Records Section, Personnel Records 

4—566a eee In-Service and Applicant Numbering Index Card 
(Nos. SY throush 2192) ‘ 
Reccrds Section, Fersonnel Records 

( 4=@566b ese In-Service and Applicant Numbering Index Card 
(Nos. 193 through 268) 
Records. Section, Personnel Records 

4—a5660: ..e.. In-Service:and Adplicant Kumberine: Index Card 
(blank card for additional serials) 
Records Section, Personnel Records 

4-569 esos REceint for Classified Material Mailed 
Records Section, Mail Room 

4-572 «e+e Memo Clippings re Congressicnai Record 
Records Section, Classifying Unit 

4-573 oeoee SOLVLAL Removing Form 
Records Section, Filing Unit 

Personnel Records 

4-578 eeee Copy Requisition 
Records Section, Classifying 

Consolidation 
Personnel Records 
Routing 

4-550 eoee Night Shift Locate Instructions 
, Records Section, Filing Unit ; & 
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Records Section, Filing Unit 
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General Index 
Wame Searching 
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-Records Section, Tile Review 

Daily Record - "Old Date"! Name Check Forms 
- Records Section, File Review 3 

Name Searching 

ROUTING SLIP 

Daily Production Record 
Records Section, File Revicw 

- General Index 
Name Searching 

Production Record 
.Records Section, Classifying Unit 

Copy Destruction Data Record 
Records Section, Correlation Unit 

Daily Outgoing Mail Count 
Records Section, Name Searching Unit 

Daily Incoming Special Requests 
Records Section, Name Searching Unit 

Label ~ "Mail Arranged for Filing" 
Records Section, Personnel Records 

Production and Routing Tag 
Records Section, Classifying Unit 

Request for [Information 
Records Section, Personnel Records 
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serial Marker 
Records Section, Personnel Records 

In-and-Out Log -- Nicht shift 
Records Section, Filing Unit 

Personnel Records 
Service Unit 

Mail Chechksr Record 
Records Section, Maii Room 

Receipt for Courier Service : 

Records scction, Messenger Unit . 

L Work Performance Report . 
ection, Personnel Records 

rector re Imvloyeew 
on 
yellow availabie) 

Memorandum of Assistant DL 
Entering om Duty in Divisi 
(thin white and unblocke 
Front Office 
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Classificaetion-case Control Record 
Records section, Correlation 

Generai Index 
Personnel Records 

ane ene he See ne Goutinied Maintenance of 
File in Special Fale Room 
Records Section, Filing Unit 

Expedite Processing Removal Record 
Records Section, Routing Unit 

Daily Work Report (thin white available) 
Front Office 

Notice to "Look-up Desk" 
Records Section, Classifying 

Examining Unit Return 
Records Section, File Review 

Delinquency Report 
Records Section, Teletype Unit 
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Preinserted Carbon Abstract (in triplicate) 
Records Section, Routing Unit 

File Repair Record 
Records Section, Correlation Unit 

Filing Unit 

Copy Destruction Error fRecord 
Recoras Section, Correlation Unit 

LEGAT Hessage Cover Sheet 
(original on thin white 
Conmunications Section, Teletype Unit 

Rough Drart for Prenaration of Daily Report 
of Lones-Distance Calis from FBI"O to Field 
(original on thin white) 
Communications Section, Switchboard Unit 

Driver's Vehicle Check 

Courier Service 

Secure Teletype Traffic Log. 
Communications Section, Teletype Unit 

Traffic Report 
“« Communications: Section,. Teletype Units... cfce ce ce: 

Corrections for Typist 
Recores Section, Correlation Unit 

Equipment Trouble Report 
Communications Section, Teletype Unit 

File Request . 
Records Section, Personnel Record 

Checkofys List - Cutgoing Multiple Address Transmissicn: 
Communications Section, Teletype Unit 

Serial Removal Charge Out ~ National Security 
Electronic Surveillance File 
Records Section, Filing Unit 

Permanent Charge Out for Files Microfilmed 
Records Section, Filing Unit 
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4-676 esee Personnel File Transfer (pint) 
Records Section, Personnel Records Unit 

+ 4-677 eooee "Expedite Processing" Inquiry 
" Records Section, Routing Unit 

4-673 eeee Telephone Extension Information 
Communications Section 

4—679 eeeoe Charge Out and Serial Marker for File Automated 
Control System (FACS) 
Records Section 

NOTE: See next Volume for new forms. 
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“VOLUME V 

4-680 

4-650a 

4=680b 

4-681 

4—~6S1a 

4-681b 

4-682 

4-682a 

4~6S82b 

e@2ee8@ 

e:8@ 8 @ 

o#@@8@®8 

@#@eeés 

## ee 

@#@¢@6e@ 

e®e @ @ 

TABLE OF CONTENTS 

FILES AND COMMUNICATIONS DIVISION 

Letter Requesting Additional poeeeaaad Data money 
(formerly 11-1) 
Freedom of Information Act Section. 

DAG (Deputy Attorney General) Tickler of Form 4-680" 
(formerly ll-ia) (thin white with heading) 
Freedom of Information Act Section 

Yellow File Copies (2) and FBIHQ Tickler of Form 4-680 
(formerly 11-1b) (H&I Blocked and Unblocked Yellow, 
and thin white with no heading) 
Freedom of Information Act Section 

Delay Letter - to Consult Another Agency eevee 11-2 
(bond) 
Freedom of Teennaeton Act Section 

DAG (Deputy Attorney General) Tickler of Form 4-681} 
(formerly 11-2a) (thin white with heading). 
Freedom of Information Act Section 

Yellow File Copies (2) and FBIHQ Tickler of Form 4-681. 
(formerly 11-2b) (M&T Blocked and Unblocked Yellow, 
and thin white with no heading) : 
Freedom of Information Act Section ' 

Delay Letter -— Due to Increased Volume of Inquiries 
(formerly 11-3) (bond) 
Freedom of Information Act Section 

DAG (Deputy Attorney General) Tickler of Form 4-622 
(formerly 11-Sa) (thin white with heading) 
Freedom of Information Act Section 

Yellow File Copies (2) and FBIHQ Tickler of Form 4-652 
(formerly 11-3b) (M&T Blocked and Unblocked Yellow, 
and thin white with no heading) 7 
Freedom of Information Act Section 
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4-652 

4-683b 

4-684 

4~-684a 

4-684b 

4-685 

4~-685a 

4-685b 

*# ee ®@ 
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e®@@@86 
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By 
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Delay Letter - to Search, Collect, and: Examine 
Voluminous Records (formerly 11-4) (bond) 
Freedom of Information Act Section 

DAG (Deputy Attorney General) Tickler of Form 4-683 
(formerly ll-4a) (thin white with heading) 
Freedom of Information Act Section 

Yellow File Copies (2) and FBIHQ Tickler of Form 4-66 
(formerly 11-4b) (M&T Blocked and Unblocked Yellow, 
and thin white with no heading) 
Freedom of Information Act Section 

Delay Letter - to Search for and Collect Requested 
Records from Field Facilities and Other Establishments 

. (formerly 11-5) (bond) 
Freedom of Information Act Section 

- DAG (Deputy Attorney General) Tickler of Form 4-684 . 
(formerly l1-5a) (thin white with heading) 
Freedom of Information Act Section 

Yellow File Copies (2) and FBIHQ Tickler of Form 4-684 
(formerkby 11-5b) (M&T Blocked and Unblocked Yellow, ~ 
and thin white with no heading) 
Freedom of Information Act Section 

Nonidentifiable Acknowledgment to Lon ee peavene 
(formerly 11-6) (bond) 
Freedom of Information Act Section 

DAG (Deputy Attorney General) Tickler of Form 4-685 
(formerly 11-6a) (thin white with heading) 
Freedom of Information Act Section 

Yellow File Copies (2) and FBIHO Tickler of Form 4-685 
(formerly 11-6b) (M&T Blocked and Unblocked Yellow, 
and thin white with no heading) 
Freedom of Information Act Section 

5/6/75 
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FBI FORM BOOK 

TABLE OF CONTENTS 

VOLUME T 

FD—1lo - Assignment Card (preinserted carbon, bine, 
blue, white, yellow) 

FD-1d - Assignment Card (preinserted carbon, white, 
blue, white, yellow) 

FD-4 - Routing Slip 

FD=5 - File — Serial Charge Out 

FD«9 —- Identification Resord Request 

FD~10 ~ Disposition Request 
me FD-1O.1 

FD-24 ~ National Bankruptcy Act Investigations 

FD-26 - Consent to Search Premises (available in Spanish) 

FD=28 ~ Daily Report 

[ FD~29 - Monthly Administrative Report 

[ FD-292 -— Administrative Report 

© FD~29g ~- Administrative Report, Aocounting Cases 

FD=29h ~- eer cron Report, Accounting Cases 
(fotals Sheet) 

FD-294 - Administrative Report, Accounting Personnel 

{ FD-31 ~- Register No. 1 (Agents) 

FD--36 - Teletype Form 
FD-36.1 

FD-37 ~ Explanation of Charge for ict stuntuee 
(Blue Slip) 

FD=39 - Field Firearms Training 

FD=40 ~ Field Pirearms Training Record 

FD=$41 - Scientific Training Record 

: FD-48 <= Field Office Register No. 2 

FD=56 - Stop Notice 

| KEY: (WH) -— with heading 

© * —~ replaces mimeograph paper 

Volume I 

a/i/7s 
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Types of Paper 

offset paper 

green bond 

white bond 

white bond 
thin white 

thin white 

white bond 

white bond 

thin white 

thin white 

thin white 

thin white 

thin white 

offset paper 

thin blue 
biue bonds 

blue bond 

White card stock 

white bond 

white bond 

white bond 

white card stock 

Honored 
Revision Dates 

1-20-58 

1=20=58 

3-1~-73 

6-17-70 

4—28-65 

3—15~73 

12-7-64 

8-19-74 

6~20=72 

{[1=21-75] 

(1~21-75] 

12=19~73 

1L2-19~73 

12-19~73 

[10~1-74} 

522-64 

5=20-70 

12=11-59 

10-29-71 

12-20-60 

12-4-58 

11-9~—66 



» - 
Honored 

Types of Paper Revision Dates 

FD-57 - Mail Cover Index Cara ‘ white card stock 6-25-73 

FD-61 - Identification Order or Check Circular white bond 
Request FD-61.1 thin white 

FD-61.2 thin yellow 2-23-68 

FD-65 - Fugitive Form Letter white bond 
FD-65.2 thin yellow 7-9~73 

FD-67 ~ Acknowledgment of Transfer Orders white bond 2-14-74 

FPD=-71 — Complaint Form (preinserted carbon} 4=21~67 : 

FD-73 - Auto Record white card stook "10=14-54 ! 8 

FD=76 —- Field Stenographer's and Typist's Daily : 
Report (preinserted carbon) 3-27-68 7 

PD=77 - Dictation Slip yellow bona 10-13~66 

FD-79 ~ Charge-out Record of Nonexpendable Property white bond 1-1~45 

PD-85 - Error Form (Field and FBIHQ ~ tablet form) white bond 2-5~60 , 

FD-107 ~ Duplicate Property Record white card stook 4-8~71 

FD~109  — Records Transferred of Agent Transferred white bond 9-27~72 

FPD=-111 ~- Semiannual Motor Vehiole Report, Cost of white bond ! 
Operation and Acorued Mileage of Bureau= i 
owned Vehicles 3-22-73 © ; 

FD-1lilia - Semiannual Motor Vehicle Report, Overhead white bond : 
and Indirect Expenses 6=29—59 | 

FD~113 — Administrative Report Data white bona 12-19-73 

FD-120 ~ Notice of Tardiness i white bond 12-22-54 
1 

FD—122 - Recommendation for Preparation of, or white bond : 
Change in, ADEX Card FD=122.1 thin white (WH) 

FD~122.2 thin yellow 3-12-74 

FD=123 —- Request for Information Concerning white bond | | 
Savings Bond Purchases FD~123.1 thin white (WH) 

FD-123.2 thin yellow 3-15-73 
i } 

FD-125 ~ Reoord Request white bond 7-20-73 

FD-127 - Daily Report of Chief Clerk's Office white bond 6-12-74 

FD-128 ~ Letter Changing Office of Origin in thin white (WH) 
Security Cases : FD—128.1 thin yellow 3~12--74 

FD-132 — Request for Approval of Local Police thin white (WH) 
School and/or Assignment of Bureau FD-132.1 thin yellow ; 
Instructors 2~1-63 

Volume I 
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FD-134 

FD—135 

FD-140 

FD=145 

FD=149 

FD~150 

FPD-150a 

FD-159 

FD—160 

FD-161 

FD~164 

FD=<165 

FD~166 

FD-173 

FD=177 

FD-178 

FD-179 

FD-180 

FD~181 

FD-182 

FD~183 

Form Memorandum 

Daily Status of Stenographis Work 

Application for Employment 

Waiver of Indictment 

Lead Sheet 

Monthly Recap of Gost of Operation 
and Accrued Mileage of Bureau~-owned 
Motor Vehicles 

Cost of Operation of Bureau-owned 
Motor Vehicle 

Record of Information Furnished Other 
Agencies 

Indices Search Slip 

Report of Stamps Used 

Application to Nominate Representative 
to Attend FBI National Academy 

FBI Field Office Wanted~Flash-—Cancellation 
Notice 

Absence Schedule 

Information Concerning Last Federal 
Employment 

Letter to Registrant 
(Selective Service Cases) FD-177.1 

Letter to Person Listed as Always Knowing 
Registrant's Address 
(Selective Service Cases) 

Letter to Registrant's Employer 
(Seleotive Service Cases) 

Letter to Any Person Who is Acquainted with 
Registrant Who May Know His Whereabouts 
(Selective Service Cases 

Letter to Postmaster 
(Seleotive Service Cases) 

Letter to Registrant (in Spanish) 
(Selective Service Cases) 

Reemployment Rights Following Military 
Servioe 
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Volume TI 
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Types of Paper 

offset paper 

white bond 

offset paper 

white bond 

thin white 

white bond 

white bond 

thin white 

white bond 

white bond 

white bond 

pink bond 

white bond 

white bond 

white bond 
thin yellow 

white bond 

white bond 

white bond 

white bond 

white bond 
thin yellow 

offset paper 

Honored 
Revision Dates 

4-29-64 

2-26-64 

4~9~73 

No date 

3-18-65 

7-11-66 

4-10-69 

5=23—66 

3=23~—71 

10-31~58 

7-10-74 

6-17-74 

No date 

4-3-69 

3-15-73 

3—15-73 

3-15-73 

3-15-73 

3-15-73 

3-15~73 

7=—10—74 



FD-185 

{ FD-185a 

{ FD-185b 

FD-186 

FD-188 

FD~189 

FD-190 

FD=-191 

FD~192 

FD-193 

FD-195 

FD=196 

FD-197 

® 

Report of Performance Rating 

Performance Rating Guide for Investig 
Personnel 

Performanoe Rating Guide for Clerioal 
Personnel 

Memorandum re Posting of Information 
ADEX Card 

Letter Requesting Verification of 
Present or Prior Military Service 
(Seleotive Service Cases 

ative 

on 

FD-188.1 

Employee's Salary and Assignment Changes 

Interview Form 

Notification of Arrest of Juvenile 

Bulky Exhibit - Inventory of Property 
Acquired as Evidence 

Report of Exit Interview and Separati 

Statement of Federal Service 

Request for Search in National Fraudu 
Cheok File 

File Locate 

HW 55019 Docld: 32989605 Page 156 
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FD=-191 e 1 

FD-192.1 
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Volume I 
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1/2/75 

types of Paper 

white bond 

white bond 

white bond 

white bond 

thin white (WH) 
thin yellow 

white bond 

white bond 

thin white (WH) 
thin yellow 

green bond 
thin white 

white bong 

ADP Card 

thin white 

white bond 

Honored 
Revision Dates 

1L0=26—70 

[l1L-11-74] 

[11-11-74] 

10=-5=72 

3=-3-69 

9=-8=72 

2-13-74 

1-24-63 

10-6-65 

7=—10—74 

3-23-59 

5~13=71 

1~14=-60 
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Volume IT 

FBI FORM BOOK 

TABLE OF CONTENTS 

FD-200 —~ Request for Stenographers 

FD<203 ~ Memorandum Requesting Investigation in 
Security Cases‘and Extremist Matters 

FD=204 ~ Investigative Report 
FD-204.1 

FD=205 - Notification of Delinquent Deadline Case 

FD=207 ~ Address and Phone Change, Marital Status 
and Births 

FD-208 ~ Information re Illnesses, Deaths, 
Advanced heave, LWOP 

FD=209 ~ Memorandum for Recording Contacts with 
Criminal, Extremist, and Security 
Informants 

FD-210 - Letterhead Memorandum Setting Out 
information Regarding Alien 

FD-211 ~ Reoord of Registered Mail Received 
from Bureau 

FD-212 ~ Monthly Automotive Inspection Report 

FD-213 ~ Dictation Assignment 

FD-215 ~- Individual Security Patrol Daily Report 

FD~215a ~- Combined Security Patrol Report 

FD=215b - Security Patrol Log 

FD-217 - Notification of Bureau File Number 

FD-218 ~ Supply Requisition 

FD~220 ~ Deserter Fugitive Airtel 
FD=-220.1 
FPD=-220,.2 

FD-220a - Deserter Fugitive Airtel 
(copy for Armed Forces ) 

FD-222 ~ Confidential Fund Receipt Executed 
by Special Agent 

FD-221a - Request for Funds for Payment to Informant 

Volume IT 
- 1 = 

1/2/75 
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Types of Paper 

white bond 

white bond 

thin white 

offset paper* 

thin white 

white bond 

white bond 

thin white 

thin white 

thin white 

white bond 

White bond 

white bond 

white bond 

white bond 

yellow bond 

white bond 

(WH) 

(WH) 

(WH) 

Honored 
Revision Dates 

2-17~60 

8=-10—71 

3=3—59 

4-13-70 

4~3~67 

TeZ3—73 

4-1~74 

3=-23~61 

3-18-66 

(6—5-74] 

3-25-68 

9-18-66 

5=-9—74 

3~18—66 

2-7-68 - 

2-21-74 

{blue bond discontinued) 
thin blue 
thin yellow 

thin white 

white bond 

white bond 

2~12—73 

2-12-73 

3=—1~66 

7~15-—70 



FD-222 

FD-223 

FD-224 

FD-226 

FD-229 

FD-231 

{ PD-237 

[ FD-238 

FD-239 

FD~241 

FD-242 

FD-243 

FD-2432a 

FD-245 

FD—246 

FD~247 

FD=-249 

FD-250 

FD-251 

FD~252 

FD-253 

FD-254 

- 

® 

Nonexpendable Inventory Reoord Card 
(preinserted oarbon) 

Letter to Vendor Concerning Invoices 

Personal Data Form 
(reinstatement of Serviceman) 

Expendable Supply Requisition (For use in 
BS, CG, DE, LA, MP, NK, NY, PH, and sF) 

Error Slip (Dictaphone Memodelts ) 

Cover Letter for EOD Forms 

Criminal Informant Review Sheet 

Security Informant Review Sheet 

Imprest Fund, Itemization of Expenses 
and Receipt 

Education Facilities in the 
Washington Area 

Information Concerning the Clerical and 
Clerical-Skilled Oriented Positions 

Position Desoription Form 

Transmittal Letter for Position 

Description Data FD-243.1 

File Front (fo0ld-over top) 

FBI Time and Attendance Report 

Abstract (blue and white — 
preinserted carbon) 

Criminal Fingerprint Card 

Single Abstract 

FD-250,.2 
FD-250,3 

Film Pack Log 

Employee Suggestion 

Special Agents Insurance Fund 
Beneficiary Form 

Receipt for GTR 

Volume IT 
— 2 ~_— 

4/1/75 
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lypes_ of Paper 

white bond 

white bond 

white bond 

white bond 

white bond 

pink bond 

pink bond 

thin white 

offset paper 

offset paper 

white bond 

thin white (WH) 
thin yellow 

ADP oard 

white oard stock 

pink bond 
blue bond 
white bond 
yellow bond 

white oard stook 

thin white 

thin white (WH) 

green card stook 

Honored 
Revision Dates 

1-13-67 

3@15—73 

10-26-61 

No date 

No date 

6—11-74 

(1-14=75] 

[1-14-75] 

7-25-62 

7-15-69 

114-74 

7-2—74 

3-13-63 

4-13-60 

9-21~67 

3--27=58 

3-13-72 

11+30-54 

10-20-64 

9=—11=59 

3-22-73 

6—-8—-55 

fs Gast Se e-file  y S 

+ 
1 
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FD-255 

FD~256 

FD~257 

FD-258 

FD—260 

FD-263 

FD-264 

FD—266 

FD-268 

FD-271 

FD-272 

FD-273 

FD-276 

FD-277 

FD<278 

FD=279 

FD-280 

FD<-281 

FD-281a 

FD-—282 

FD-282a 

¢ 

Recommendation for Incentive Award 

Field Office Register No. 3 

information Concerning Special Agent 
Position 

Applicant Fingerprint Card 

Out Card, General Index 
FD-260.1 

Cover Page Accompanying 
Investigative Report FD-263,.1 

Job Qualification Statement of Position 
of Radio Maintenance Technician 

Request for Information 

Positions for Applicants in the Laboratory 

Monthly Review Sheet 

Cover Page Accompanying Summary Report 
FD-272.1 

Information Concerning Housing 
Conditions in Washington, D. C., 
and Vicinity 

Radio Interference Report 

Field Reply to Bureau Follow-up Letter 
(Form 3-208) re SA Physical Condition 

CW Radio Message Form 

CW Radio Log 

Decoded Copy — Radio or Teletype 

Receipt for Government Property 
(full sheet) 

Receipt for Government Property 
(half sheet) 

Annual Leave Request 

Annual Leave Request (for SAC, ASAC; 
in excess of two days for employees 
on (1) probation, (2) against whom 
disciplinary action is pending) 

Volume II 
- 3 ~ 

4/1/75 
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-% 
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Types of Paper 

thin white (WH) 

buff ledger paper 

offset paper 

white card stock 

pink oard stock 
salmon card stock 

thin white 
offset paper* 

offset paper 

White bond 

offset paper 

white bond 

thin pink 
pink bond* 

offset paper 

white bond 

white bond 
thin yellow 

White bond 

White bond 

pink bond 

white bond 

white bond 

white bond 

white bond 

Honored 
Revision Dates 

12-30-70 

6-20-72 

Li~4~74. 

4-25-72 

3-3-55 

1-7-72 

- 

11-4-—74 

6~11—64 

11-474 

[1-24-75] 

3-3~59 

(3—27~75) 

1-31-67 

2~15=-74 

12-11-58 

12-358 

8=28-—58 

8—11~64 

8~11~64 

4-24-74 

8-25-67 

« 



_types of Paper | 
Honored 

Revision Dates 

FD=-283 -~ FM Radio Station Log white bond 2-8~63 

FD~284 ~ Purchase Order (preinserted carbon) 8=13~63 

FD—285 - FBI Personnel Status Form white bond 2-12-71 

FD~286 ~- Daily Traffic Report white bond 12—11-64 : 

FD-287 - Clerical Vocation Record white bond 4~1~-74 2 

FD-287a - Agent Vocation Record white bond 4-1+74 

FD~288 ~ Operator's Road Test and white bond - 
Driving Certifioation 7-14-71 

FD-290 - CW Radio Delinquency Report thin white (WH) 2-11-63 

FD-291 - Employment Agreement white bond 11-1-73 

FD~292 - Change in Marital Status white bond 10—9—73 

FD=293 - 10—Day Interview white bond 9~6=72 

FD=294 - Letter Initiating Investigations of thin white (WH) 
Clerical Employees and thin yellow 
Special Agents (Law) 6—-3~74 

FD-295 - Seleotive Service — Reserve Status white card stock 8-3~=73 

FD=296 —- Log of Toll Calis white bond 3~-4-64 @ | 

FD-297 ~ Log for Technical Surveillance thin white 1-28-57 

FD-298 ~ Letter Instructing the Cincinnati Office white bond 
to Request Search of Re. O-. Polk Company 
Files 1~1L0—63 

FD~299 —- Historical Reoord white card stock 3~14=57 | 

Volume IIT 
~~ 4 = 

1/2/75 
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VOLUME IIT 

FD-—3090 “ 

FD-301 “ 

’ FD-302 

FD-303. 

FD-304 - 

om 

FD—306 

[ FD=307 _ 

FD-308 - 

FD~309 ~ 

FD~3 10 - 

FPD-313 = 

FD~314 _ 

FD<315 ~ 

FD-316 ~ 

FD-318 - 

FD-319 - 

FD-320 - 

FD-321 ~ 

FD-305 - 

PD-311 - 

Attachment to Standard Form 88, 
"Report of Medical Examination" 

Report of Audit of Imprest Fund 

FBI FORM BOOK 

TABLE OF CONTENTS 

Form for Reporting Information That May 
Become Testimony (preinserted carbon) 

Stock Issue Record 

Record of Absences for Tillness 

Last Cover Page for ADEX Report 

FD-302.1 

Cover Sheet for Informant Report or 
Material FD-306,.1 

Application for Sick Leave Statement 

’ 

Federal Savings Bond Payroll Allotment 
Authorization and Record 

Report of Interview with Employee 
Departing on Maternity Leave 

Change of Address 

Letter Identifying Clerical Employees 
as Potential Special Agents 

In-Service Training Confirmation 
for Special Agents 

Office of Preference Letter 

INS Lookout Notice 

Background Data for Limited Inquiries 
on Maintenance Employees 

Questionnaire for Applicants for Radio 
Maintenance Technician Positions 

Interview Form — FBI National Academy 
Applicant 

FBI Case Status Form 

Publicity Canoellation Notice re 
Fugitives 

W 35019 Doclda: 32989605 Page 161 

FD-320.1 

Volume IIT 
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Types of Paper 

white bond 

white bond 

offset paper* 

white card stock 

white card stock 

thin white 

thin white 
offset paper* 

white bond 

white bond 

white bond 

white card stock 

thin white (WH) 

white bond 

white bond 

white bond 

thin white (WH) 

white bond 

white bond 

white bond 
thin yellow 

white oard stock 

(2-5-75] 

Honored 
Revision Dates 

8=-28—72 

5-23~-57 

11-27~70 

6-13-57 

6=25-65 

[2-13-75] 

9-30-69 

6-29~67 

6—20-69 

2-27-73 

L1-29~74 

7-19-74 

3~1~74 

9-10-68 

2-4—71 

10-30~73 

8-1-73 

9-30-74 

6=30—72 
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FD-322 

FD=324 

FD=325 

FD-326 

FD-327 

FD-328 

FD-329 

FD-330 

FD=-331 

FD=331a 

FD-333 

FD~334 

FD-335 

FD=-336 

FD-337 

FD-338 

FD-338a 

FD-339 

FD—340 

Employment Opportunities for Your 
Assooiates 

Special Agents! Accomplishments Record 

Promotion Recommendation for Non~Agent 
Personnel FD-325.1 

: FD=325.2 

Recommendation for Trial Assignment 
FD-326,1 

Reassignment and Permanent Assignment 
Letter FD~327,1 

FD-327.2 

Waiver of Consent for Polygraph 
(available in Spanish for AQ, EP, NY, 
PX, MM, SA, SD, SJ) 

Monthiy Report ~ VOT 

Itinerary 

Letter to Secure Bureau Authority 
for Part—time Employment 

Letter Advising of Termination of 
Part—time Employment 

Interview — Departure for Military 
Service 

Crypto Log 

Employees Information Sheet and 
Questionnaire re Foreign Assignment 
and Assignment to Anchorage, 
Honolulu, and San Juan 

Request for Authorization to 
Interview Subject FD-336,1 

Personal History of Disaster Viotim 

Intraoffice Memorandum re Destruction 
of Channelizing Memoranda after 
Inclusion in Reports 

Intraoffice Memorandum re Destruction 
of Channelizing Memoranda under 
l~Year Rule 

Currency List (preinserted carbon) 

1l~A Envelope 

Volume IIT 
- Cm 
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Types of Paper 

white bond 

white bond 

white bond 
thin white 
thin yellow 

white bond 
thin white 
thin yellow 

white bond 
thin white 
thin yellow 

white bond 

ADP card 

yellow ledger paper 

White bond 

White bond 

white bond 

white bond 

white bond 

thin white (WE) 
thin yellow 

white bond 

white bond 

white bond 

small white bond 

Honored 

Revision Dates 

1-4~73 

5-13~74 

6-16-72 

6—16=72 

10-3-67 

8=—9=72 

1-23-74 

11-29-72 

9-8=72 

1-11-63 

11=3-67 

7—19=67 

4-16-74 

4~-1=-74 

7=24-62 

3-14-68 

4-8~63 

[8=2~74] 

6=—24=65 
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FD=-341 

FD-342 

PD—344 

FD-345 

FD-346 

FD=347 

FD-348 

FD-349 

FD—350 

FD-351 

FD-352 

FD-353 

FD-354 

FD-356 

FD-357 

FD-358 

FD-359 

FD~3 60 

FD361 

[ FD<365 

FD-3 66 
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1L-A Envelope 

Radio Equipment Maintenance Log 

Dissemination Routing Slip — Local 
Intelligence Agencies 

Annual Telephone Equipment and 
Cost Report 

Photographic ~— Photocopy Log 

immigrant Case Form Letter to Bureau 
and Washington Field Office FD-346,1 

Lead Card (preinserted carbon) 

Informant Index Card 

Work Sheet ~ Stenographer's Production 
Average 

Mounting Sheet for Newspaper Clippings 

Assumption of Custody Request 
FD-351.1 

Handwriting and/or Hand Printing 
Specimen in Fraudulent Check Cases 

Personal Identification Fingerprint Card 

interview or Report re Sick Leave 

Request for Agency Check 

Automobile Utilization Chart 

State Teletype System Form 

Frequency Chart (For use in BA, BS, BU, 
CG, CV, DE, JK, KC, LV, LA, MM, MI, NK, 
NH, NY, PH, PX, PG, SL, SD, SF, SJ, SE, 
TP, WFO) 

Car Occupant Chart 

Request and Authorization for, or 
Cancellation of, Allotment of 
Compensation for State Income Tax Purposes 

Airtel ~ Summary of Complaint 

Letterhead Memorandum Advising Secret 
Service of Change in Residence and/or FD-366,.1 
Employment of Certain Bureau Subjects 

Volume IIT 
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Types of Paper 

manila 

white ledger paper 

white bond 

White bond 

White bond 

white bond 
thin yellow 

white card stock 

white bond 

white bond 

thin white (WH) 
thin yellow 

green — white bond 

white card stock 

thin white 

white bond 

white bond 

thin yellow 

white bond 

white bond 

white bond 

thin blue 
thin yellow 

thin white (WH) 
thin yellow 

Honored 
Revision Dates 

[3-12-74] 

7—28~-61 

3-15-73 

3=27=72 

3-11-63 

12-21-70 

8-5-69 

9~—18-73 

3=-27-68 

7-16-63 

4-4-73 

3—24=69 

727-65 

8—1~73 

7-24—74 

1-13-69 

3-29-65 

6—-27~63 

7-18-63 

9—29—72 

[11-27~74] 

12-12-72 
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FD-367 

FD—369 

FD-370 

FD=371 

FD=$3 74 

FD=375 

FD-376 

FD-377 

FD-379 

FD~380 

FD~381 

FD-382 

FD-383 

FD<385 

FD=-3 86 

FD—388 

FD=-391 

FD-392 

FD—394 

FD-394a 

FD=395 

Transmittal Letter for Cease—duty 
Performance Rating and Bureau Property FD-367.1 

Requisition for Supplies and/or 
Equipment (preinserted carbon 

Progress Record for New Agents 
Training Programs in Field 

Monthly Letter re Dissemination of 
Criminal Information FD-371.1 

Monthly Progress Letter for Criminal 
Informant Program FD-374,1 

Training Agreement 

Dissemination Letter to Seoret Service 

Extremist Informant Review Sheet 

Request for Interview Authorization 
re Contact Cases FD-379.1 

Personnel Record (Fingerprint Card) 
(formerly "No Number" form = Volume III) 

Motor Vehicle Maintenance Record 

Foreign Assignment Agreement 

FBI Facial Identification Fact Sheet 

Letter to Bureau re Criminal Intelligenoe 
Program, La Cosa Nostra (LCN) 

Comsec & Related Equipment — Maintenance 
Log 

Leads Letter re Change in Marital Status 

Request for Authority to Hire Applicants 
FD=-$391.1 
FD-391,2 

Stenographer - Typist Production and 
Accuracy Monthly Report 

Airtel, Criminal Intelligence Program 
(Monthly Summary of Accomplishments ) FD~394.1 

Last Page of Form FD-394 
(Monthly Gambling Accomplishments } FD-394a,1 

Interrogation; Advice of Rights 
(available in Chinese and Spanish) 

Volume III 
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Types of Paper 

white bond 
thin white 

white bond 

thin white (WH) 
thin yellow 

white bond 
thin yellow 

white bond 

thin white (WH) 
thin yellow 

pink bond 

thin white (WH) 
thin yellow 

white card stock 

white bond 

white bond 

white bond 

white bond 

white ledger paper 

thin white (WH) 

Honored 
Revision Dates 

10-20-69 

8~17-70 

10-25-72 

1-473 

24-65 

8-28—72 

10-973 

{1-14-75} 

[71-74] 

7-27-65 

L1-3—65 

5-9-72 

4~28~69 

10-1266 

8-168 

{2—11-75] 

(blue bond discontinued) 
thin blue 
thin yellow 

white bond 

thin blue 
thin yellow 

thin blue 
thin yellow 

white bond 

2~-29~68 

1L1-7--74 

2-20-74 

9-25-67 

10-10-67 
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FD—396 ~- Envelope for Submission of "The 
Investigator" Items 

BOORUM & PEAS 
[ FD-398 - Verification of Information Concerning 

Bombing Suspects 

FD~399 ~ FBI Publications Requisition 
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Types of Paper 

Manila 

blue bond 

white bond 

Honored 
Revision Dates 

10-967 

[11-20~74] 

10-11-73 



VOLUME IV 

FD=-401 

FD-402 

FD-404 

FD—405 

FD-405a 

FD-405b 

FD-406 

FD-407 

FD-408 

FD-409 

FD~410 

FD-411 

FD~412 

FD~413 

FD-414 

FD—415 

FD-416 

FD-417 

FD-418 

FD-419 
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FBI FORM BOOK 

TABLE OF CONTENTS 

Extremist or Seourity Informant 
Progress/Justification Letter FD-401.1 

Quarterly Report of Outgoing 
FITS Telephone Calls 

Your Rights at a Lineup 
(available in Spanish) 

Extremist Informants Statistical Report 
FD-405,1 

Areas of Informant Development 
FD~4052a.1 

Informants Accomplishments 
FD-405b.1 

Authority to Release Information 

Recommendation for Transfer of 

Special Agent to Resident Agenoy FD-407.1 

Application for Reimbursement of 
Real Estate Expenses 

BUAP — Status Inquiry 

Motor Vehicle Recoveries 

Notification of Location of Delinquent 
Registrants FD-411.1 

Cover Sheet for Dissemination of 
Major Case Memorandum FD-412.1 

Cover Letter for Chinese 
Alien Interviews FD-413.1 

NCIC Entry Form ~ Stolen Vehicle 
and License Plate 

NCIC Entry Form — Stolen Securities 

NCIc Entry Form — Stolen Article and Gun 

Dissemination Routing Slip 

Evaluation of Gun Battles 

Transmittal Label for Training Film 

Volume IV 
a ae 

1/2/75 
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types of Paper 

thin white (WH) 
thin yellow 

white bond 

white bond 

thin white (WH) 
thin yellow 

thin white 
thin yellow 

thin white 
thin yellow 

white bond 

thin white (WH) 
thin yellow 

white bond 

White bond 

thin white 

thin white (WH) 
thin yellow 

thin white (WH) 
thin yellow 

thin white (WH) 
thin yellow 

pink bond 

green bond 

blue bond 

offset paper 

white bond 

white card stock 

Honored 
Revision Dates 

7-11-73 

12-10-70 

8-21-68 

3~8-74 

10-5-73 

10-5-73 

{10-21-74] 

9-24-71 

8-27~69 

7-20—72 

8-18-70 

3-1-73 

4-11-69 

Li=22—71 

8-25-69 

8~-25—-69 

8-25-69 

9=12—69 

7-12—74 

7-L1=72 



FD~420 

FD-421 

FD-422 

FD-423 

PD-424 

FD-425 

¥FD-426 

FD-427 

FD-428 

FD-429 

FD-430 

FD-431 

FD<432 

FD-432a 

FD~433 

FD-43 4 

FD-435 

FD-436 

FD-438 

FD-438a 

FD-439 

FD-440 

® 

Attendance Register 

Secure Teletype Log 

Secure Teletype Log Recap 

Inventory of Cryptomaterial. 

Recommendation for Special Agent as 
Relief Supervisor FD-424.1 

Pending Prosecutions Monthly Report 
FD-425, a, 

Visitors! Log 

‘Intraoffice Memorandum to RUC Case 

Letter re Status of Cryptosystems 
Personnel FD-428,1 

FD-428.2 

Special Clerk Agreement 

Airtel for Bank Robbery ADP Entry 
FD-430,1 

Letter re Authorization or Disposition 
of Personally Owned Side Arm 

Photograph Album, Extremist or Arab 

Cover Letter for Form FD-432 

Request for Leave Audit 

Request for Cancellation of Savings and/or 
Checking Account Allotments 

Military Service Restoration Interview 

Airtel —- Bombing Statistics 
FD~436.1 

Acknowledgment for Service Record Inquiries 

Bureau Copy, Field Tickler Copy, 
Yellow File Gopy, of Form FD-438 FD-438a,.1 

Quarterly Statistical Report of 
Seourity Informants FD-439,1 

"Type of Blood" Card 

Volume IV 
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types of Paper 

white card stock 

white bond 

white bond 

white bond 

thin white (WH) 
thin yellow 

thin white (WH) 
thin yellow 

white bond 

thin white (WH) 

White bond 
thin white 
thin yellow 

White bond 

thin blue 
thin yellow 

thin white (WH) 

white bond 

thin white (WH) 

thin white (WR) 

white bond 

thin white (WH) 

thin blue 
thin yellow 

white bond 

thin white (WH) 
thin yellow 

thin white 
thin yellow 

white card stock 

Honored 

Revision Dates 

8-13-71 

B8~—4—71 

8-4-71 

12—30-—69 

1~7-70 

2-21-74 

3-19~—70 

4-7-70 

10-29-74 

6-5~72 

5-22-74 

5-12-71 

3-29-73 

3-29-73 

9=-29—72 

10-173 

11~23-—70 

8-4-72 

1-20-71 

L-20—71 

[1-14-75] 

4=28—71 



FD-441 

FD-442 

FD-443 

FD~444 

FD-445 

FD-446 

FD-447 

FD-448 

FD~449 

FD-450 

FD-451 

[ FD—45la 

FD-451b 

FD~452 

FD-454 

FD-455 

FD-456 

FD-458 

FD-459 

FD-460 

FD—461 

FD~462 
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Return Receipt Card 

Physical Examination Authorization 

Physical Examination Authorization 

Physical Examination Authorization 

Physical Examination Authorization 
Public Health Service 

Physical Examination Authorization 
Administration 

~ Army 

- Navy 

- U. Se 

Air Force 

~ Veterans 

Routing Slip re Office of Preference 
Standing 

Facsimile Transmittal Record 

SOBIR — INS Record Check 

Computerized Telephone Number File 
(CTNF) Entry and Search Request 

Security Informants, Assets, and 
Sources Monthly Status Report 

Security Informant and Asset 
Accomplishments 

Areas of Informant and Asset 

Development 

Index Card for Stolen Personalized 
Jewelry File (SPJF) 

Magnetic-Card Master 

Valuable Exhibits Log 

Letter Initiating Investigations of 
National Academy Applicants 

Metal Seals Charge-out Record = 
Valuable Exhibits 

Copy Record 

Request for Advance of Funds 

Summary of Proseocutive Action in Organized 
Crime Cases 

Maternity Benefits 

Page 163 
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Volume 

FD~451,1 

FD-45 La . L 

FD-456,1 
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Types of Paper 

White card stock 

white bond 

white bond 

white bond 

white bond 

white bond 

offset paper 

white bond 

thin white (WH) 

white bond 

thin white (WH) 
thin yellow 

thin white 
thin yellow 

thin white 
thin yellow 

white card stock 

offset paper 

white bond 

thin white (WH) 
thin yellow 

White bond 

offset paper 

thin white (WH) 

offset paper 

white bond , 

Honored 
Revision Dates 

93-71 

9=—13—71 

9=13—71 

9=-13—71 

10=17=73 

4~1-74 

4—_25~74 

10-16-73 

L1-18=71 

10~23~73 

[1~14-75} 

[1-14-75] 

{1l~14-75] 

1-24-72 

4-13-72 

4-20-72 

6-3—-74 

7-77-72 

2~22—73 

L1l=-27~72 

3-15-73 

4-23-73 



FD~463 

FD~464 

FD-465 

FD~466 

FD-467 

FD-468 

FD-469 

FD-470 

FD-471 

FD=471a 

FD~472 

FD-473 

FD-474 

FD~475 

FD-476 

[ FD-477 

{ FD-478 

[ FD~479 
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FM Radio Installation Data 

Identification or Credential Card Request 

Authority to Release Medical Information 

Information Concerning Positions of 
Computer Programmer and Computer Systems 
Analyst 

Airtel for Bank, Fraud and Embezzlement 
ADP Entry FD~467.1 

Recommendation for Director's Letter 

Educational Level Questionnaire 

Airtel — White Collar Crime Statistics 
FD=-470.1 

Airtel, Research Data ~ Arrest Study (Subject) 
; FD~471.1 

Airtel, Research Data — Arrest Study (Agent) 
FD~471ael 

Telephone Device Consent 

Body Recorder/Transmitter Consent 

Manuals Up-to-date Certification 

Physical Examination ~— Weigh~In Card 

Transmittal for Magnetic-Card Typewriter Correction 

~{Career Development Summary 

List of Piles Destroyed 

Files and Records Destruction Order 

Volume IV 

Page 169 
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types of Paper 

White bond 

white bond 

white bond 

white bond 

thin blue 
thin yellow 

thin white (WH) 
thin yellow 

white bond 

thin blue 
thin yellow 

thin blue 
thin yellow 

thin blue 
thin yellow 

white bond 

white bond 

white card stock 

white card stock 

pink bond 

white bond 

offset paper 

offset paper 

Honored 
Revision Dates 

6-27-73 

3=—12~74 

8-29-73 

11-4—74 

11-4~74 

11-22-74 

4-16~74 

10-7~—74 
7 

9-5=74 

9-5~74 

9-25-74 

9-25-74 

10-30-74 

12=12~74 

12-16-74 

3-20-75 

1-10=—75 

2~20-75] 
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TABLE OF CONTENTS 

Honored 
VOLUME V Types of Paper Revision Dates 

Im~12 — Wanted-Flash-Cancellation Notice pink bond 6-17~74 

R~84 - Final Disposition Report shite bond 6-29-71 E 

R=88 - Death Notice white bond 59-72 

& 

Wam4 - Employee's Withholding Exemption Certificate white bond Des. LO7L 

GSA 532B ~ Visible Pocket Insert white bond January, 1951 

i 

i 
7 

@ KEY: GSA ~ General Services Administration 

Volume V 
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TABLE OF CONTENTS 

IDENTIFICATION DIVISION 

VOLUME £ 

fed ecoce Report of Work on Hand 
Fingerprint Correspondence Section 

LG, eces identification Record Transcript Form (Duplicater 
Fingerprint Correspondence Section 

L~4a coco Ldentification Record Transcript Form (FBI Nunueser not 
assigned) Cyeklow bond) 
Fingerprint Correspondence Section 

Lo4ab eoce identification. Descripticn and Related Dat 

(Duplicator Master - tnene sLucent paper} 
Fingerprint Correspondence Section 

Gutside FSI. 
Flugerpraint Correspondence Section 

Lome coos identification Record (computerized version 
Fingerprint Correspondence Section 

‘ 

Recording Section 

LG cooe ROUTING SLIP 

Recording Section 

1-8 zoos Calklection Card 

Card index Section 

e 
(block removed per memo 7/12/72) 
Recording Section 

— Let oceoe Letter to Contributor Returning Prints (unblocked yellow 
no available for FP a only ~ per Ident (Goodwin 11/4/70) 

Fingersrint Correspondence Section 
Recording section 

HW 55019 Docld: 32989605 Page i171 -~ JT - 
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E-4d cooe LGdentification Record Transeript Form @h 
with Statement “rnis Page Should Not Be 

Lod ecee LGttexr to Foreign Police Agencies Requesting Infarmation 
r@é Enclosed Fingerprints, Photos, etc. 

1 +8 eooeo Adentification Division Weekly Delinquency Report 
" {routing block removed per memo 7/12/72) 
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1-14 

LL5 

L=1? 

L-18 

L-19 

L~26 

Lael 
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Assembly Charge Card 
Assembly Section 

Daily Report Work Sheet 
Fingerprint Correspondence Section 

Letter Advising Impressions Not Classifiable (8x3) 

Recording Section 

ROUTING SLIP 

Charge-out Card (pink) 
Assenbly Section 
Technical Section 

ROUTING SLIP 

Instruction Slip (consolidated with 1-421) 
(available in black print only) 
Fingerprint Correspondence Section 

Correspondence Instruction Sheet 
Fingerprint Correspondence Section (green) 

Daily Receipts 
Recording Section 

File Check 
Technical Section 

Daily Renort of Fingerprints Handied 
Recording Section 

Disposition Sheet Cover Letter (consolidated with 1+34) 
Posting Section 

Work Sheet 
Latent Fingerprint Section 

Daily Searching Record 
Technical Section 

Stop Notice 
Technical Section 

Letter Advising Domestic Contributors of Results of 
Fingerprint Searches Conducted in Foreign Countries (thin white discontinued - per Goodwin 3 
Recording Section {16/72 ~ GR/LK) 
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Step Notice 
Card Index Section 

Letter Advising Fingerprints Identical or Believed 
to be Identical with Record in Ident, but Record 
not Available; when Available you will be Advised 
(unblocked yellow available ~ per memo Stiil to 
Walters 5/9/72) 
Assembly Section 

Letter Returning Prints not Susceptible to Classifi-~ 
cation for Disposition (8x8) 
Recording Section 

Chart for Breakdown of Illegible Prints 
Recording Section 

General Appearance Card 
Latent Fingerprint Section 

General Appearance Form (replaced Form FD-302) 
Latent Fingerprint Section 

camera Training Form 
Latent Fingerprint Section 

Work Report (bond only) —_ 
Technical Section 

Fingerprint Work Sheet 
Technical Section 

Print Locate 
Technical Section 

Inventory Record 
Fingerprint Correspondence Section 

Letter Transmitting Resuits of Search of the 
Files of the Identification Division to Foreign 
Contributors 
(thin white discontinued 5/16/72; M&T block discontinuec 
5/22/72 in favor of unblocked yellow ~ per “oodwin) gry 

Recording Section 

Record of Incoming Mail 
Recording Section 

Report of Work Performed 
Assembly 

bee es 
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1-94 cees top for "Wanted" Jacket 
Assembly Section 

Ln95 cooe Stop for “Miscellaneous" Jacket 
Assembly Section 

1-86 seoo stop for "Specials" Jacket 
Assembly Section 

L237 coos Straggler "Return Te" Form (available in blue and white) 

1-98 coos pvraggler "Removal Form" 
Assembly Section 

L=99 ceeo Weekly Delinquent Count 
Assembly Section 
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TABLE OF CONTENTS 

LDENTIFICATION DIVISION 

Lost dacket Search 
Assembly Section 

Locate Delinquent Count 
Assembiy Section 

Organization Chart - Night Force 
Technical Section 

Monthly Report 
Technical Evaluation Unit, Technical Section 

Organization Chart — Day Shift and Midnight Shift 
Technical Section 

hrror Record 
Recording Section 

Special Tag (pink) —_ 
Assembiy, Card Index, Recording, and Technical Sections 

ROUTING SLIP 

ROUTING SLIP = 

ROUTING SLIP | 

Letter Requesting Advice whether eeaticn of Person 
Still Desired (M&T blocked yellow available) 
Posting Section 

ROUTING SLIP 

ROUTING SLIP 

ROUTING SLIP 

Routing Slip to Contributors 
All Sections 
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ROUTING SLIP 

ROUTING SLIP 

ROUTING SLIP 

Report of Work Completed and Work on Hand 
Fingerprint Correspondence Section 

Work Assignments 
Mail Unit, Fingerprint Correspondence section 

Equipment Repair Record 
Machine Room, Fingerprint Correspondence Section 

Error Record 
Assembiy Section 

3x5 Charge~out Card (pink - female; blue ~ male) 
Card Index Section 

Telephone Request re Special Searches 
Front Office = 
Card Index Section 
Latent Fingerprint Section 

ROUTING SLIP 

Performance Ratings 
Fingerprint Correspondence Section 

Property Control Card 
ALL Sections 

Work Sheet {finished work count) 
Fingerprint Correspondence Section 

Work Distribution Chart 
Fingerprint Correspondence Section 

Leave Schedule 
Fingerprint Correspondence Section 

Requisition for Ordering Identification Suppiies 
(for use of contributors) 
Recording Section 
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Supply Requisition 
Recording Section 

Recording Tally Sheet 
Recording Section 

ROUTING SLIP 
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IDENTIFICATION DIVISION 

Recording Chart 
Recording and International BF ection 24 Q D @ id GQ oO tA 

ROUTING SLIP 

ROUTING SLIP 

ROUTING SLIP 

Tag Attached to Fingerprint Record re Transferring 
Assembly Section 
Technical Section 

ROUTING SLIP 

statistical Siip -~ Dead and Otherwise 
Latent Fingerprint Section 

special List, Recording Section 

Wanted Stamp Instruction Slip 
Posting Section 

Correspondence Cover Sheet (thin white available) 
Fingerprint Correspondence Section 
Posting Section 

Wanted Notice Letter (unblocked yellow as tickler copy} 
' Posting Section 

Evidence Receipt Form 
Latent Fingerprint Section 

Work Report 
Card Index Section 

Day Force Search List 
Card Index Section 
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Additional Record Sheet 
Assembly Section 

Request - Fingerprint or Jacket 
Mail Unit, Fingerprint Correspondence Section 

Print Removal Form 
Ail Sections 

"This Case Entered” Form 
Latent Fingerprint section 

Correction Slip 
Fingerprint Correspondence Section 

Telephonic Request 
Locate Unit, Assembly Section 

Daily Work Report (Copyflex (translucent) paper 
available for Recording Section only) 
ALL Sections 

fdentification Division Monthy Report 
Recording Section 

Statistics Sheet ~ Monthly Report 
Recording Section 

Letter to Field Advising Wanted Notice Placed in | 
Name Files 
Posting Section 

ROUTING SLIP 

Daily Work Record 
Technical Section 

Daily Report of Searching ~ Fingerprint Training (blues) 
Technical Section 

Tage for Fingerprints of Bureau Personnel — 
Latent Fingerprint Section 

Missed Identification Card (blue) 
Technical Section 
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L~258 esoo. Fingerprint Classification Instruetion Card 
Technical Section 

L261 oeoee Fingerprint Training Recerd 
Technical Section 

L~26% eeee Onew~inch Scale Tag 
Latent Fingerprint Section 

1-268 oseo MOonthiy Record cof Personnel ~ Transfers, Resignations 
Front Office 

E272 eecos ifemo Work Sheet 

Posting Section 

L274 cooe ASSignment Card 
Fingerprint Correspondence Section 

1-277 4... ROUTING SLIP 

1-279 4... Schedule of Fingerprints to Appear on Identification 
Orders 
Fingerprint Correspondence Section 

£28k 69 68 oO Correction Slip 

: Posting Section 

L292 bebe Error Slip (€aveilable in white and sink) 
Technical Section 

1-294 coce Tally Sheet for Corrections 
Fingerprint Correspondence Section 

L297 esoao Charge-out Card 
ALL Sections 

L-298 veoo Change of Classification 
Technical Section 
Assembly Section 
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IDENTIFICATION DIVISION 

VOLUME IV 

1-300 .... ROUTING SLIP 

1302 eooe Ldentification Building Library Membership Card 
Front Office 

1-303 oeeo Wanted Notice Card (pink ledger paper} 
Posting Section 

1-306 coseoce FBI Number Consolidation Record 
Assembly Section 

L=307 oooe Charge~Out (pink ~- male: blue - female} 
Technical Section 

. L~308 ecoo FBI Identification Division Work Report 
( (production record) 

| All Sections 

L-S1Q coco Cancellation Calls from Fugitive Unit 
Posting Section 

Le3l4 sooo special Mail Desk Flag 
Fingerprint Correspondence Section 
Recording Section 

1-318 ecoe Hrrvor Record 

Card Index Section 

1-321 .... Identification Order and Check Circular Log 
Posting Section 

1322 eseoo instruction Slip - Material to BS Returned 
Recording Section 

L323 eeoe Civil File ~- Sequencing and Filing Report 
Technical Section 

SiGe hsaate, - i» 
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L339 
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Outgoing Package Register 
information Desk, 3rd Street Entrance 
Security and Maintenance 

Prints Returned to Contributer 
Fingerprint Correspondence Section 

Supervisors’ Inspection Chart 
ALL Sections 

Memorandum Concerning Building Pass (unblocked) 
security and Maintenance 

Report of the Latent Fingerprint Section (thin white 
and blocked yellow with heading on each available) 
Latent Fingerprint Section 

Copy Slip (available in red and black print) 
Fingerprint Correspondence Section 

Daily Clerical Personnel Report 
Front Office 

Production Record. 
Card Index Secticn 
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IDENTIFICATION DIVISION 

VOLUME _V 

- Pet b4 oo #0 ROUTING SLIP 

L=335 ocoe Letter to Contributors Forwarding Correct FBI Number 
Assembly Section 

L356 ecee Work Sheet for Adjustment Count 
Fingerprint Correspondence Section 

1-358 eeoo Work Redistribution Chart 
Fingerprint Correspondence Section 

1-360 eeeos Work Sheet - Personnel Statistics 
Fingerprint Correspondence Section 

. L365 ooee Distribution of Advanced Work ~- Sequencing Center 
{ Fingerprint Correspondence Section 

L~367 ooee Temporary Assignment Chart for Available Employees 
‘Fingerprint Correspondence Section 

L369 on ¢ 6 ROUTING SLIB 

L~370 eos Daily Record of Fingerprint Cards Verified 
Assembly Section 

1-371 ecco ROUTING SLIP 

L=373 eceo Letter Returning Fingerprints at Request of Contributor 
(original 8x8; bond also available in size 8x104 
yellow no Longer needed ~ per McDaniel 5/16/72) er/tk 

Recording Section 

L~374 ecco TVansmittal Routing Slip for Identification Records 
Posting Section 

1-375 eooe Re~Search Record 
Card Index Section 
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L=-S77 ~ooe Daily Camera Report - 
Microfilm Unit, Assembly Section 

L378 cooe Weekly Microfilm Report 
Microfilm Unit, Assembly Section 

L379 eooe ROUting and Instruction Slip (yellow bond) 
Fingerprint Correspondence Section 

1-389 eeoo WOrk Sheet -= Performance Rating 
ALL Sections 

L-S8L evee Routing Slip to Security Office or Intelligence Unit 
: of Federal Agencies re Sex Perverts and Persons 

Arrested for Major Crimes 
Posting Section 

Le383 ecoe Disaster Victim Form 
Latent Fingerprint Section 
Technical Section 

1385 seco Record of Various Types of Jackets Penciled and Piled 
Examination and Filing Unit, Assembly Section 

“1386 -.e6¢2 Acknowledgment Letter for Individual Requesting - 
== Copies of His Arrest Record 

Recording section 

+ e387 ar Acknowledgement Letter for Individual ‘Requesting — 
Corrections or Removal of Certain Data from 
Arrest Records 
Recording Section 

1-389 coon Lally Sheet for Errors Scored 
Posting Section 

1-390 ecoee Memorandum to Special Investigative Division re 
Current Fingerprints in Bureau Fugitive Cases 
Fosting Section 

L397} eeeo ADPLicant Fingerprint Card (similar to FD-258) 
(for use of private industry) 
Recording Section 
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L392 osse Memorandum to Administrative Division Advising 
Current Fingerprint Card is Identified with Bureau 
Applicant or Personnel Fingerprint Card 
(original on unblocked bond; thin white available) 
ingerprint Correspondence Section 

L=393 eeooe Dead Posting Record 
Assembly Section 

Ie394 ;.,.... Examination of Disaster Victin 
Latent Fingerprint Section 

L395 ecco Partetime Employment Survey 
Front Office (Balassa) 

L397 eeeo Personnel Data 
Technical Section 

La 3OS eoaose Current Work Adjustments 
Fingerprint Correspondence Section 

LH399 eooe Untinished Work Record for Night Force 
Fingerprint Correspondence Section 
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VOLUME VI 

Em AOE ceoe Personnel Assigned to Preliminary and Advanced Units 

Fingerprint Correspondence Section 

1~402 oeee Messenger Runs Schedule 
Fingerprint Correspondence Section 

$~403 coor Classroom Scheduie 
Technical Section 

Lnm404 cocoon Daily Correspondence Count 
Technical Section 

L405 oo 8 6 Daily Work Sheet 

Posting Section 

4 Lu~406 cooe Military and Draft Status Record for Male Fingerprint 
Clerks 
Technical Section 

1-407 "4.0. Daily Delinquent Work Sheet 
Fingerprint Correspondence Section 

L~408 eooo raining Record = Current Work 
Card Index Section 

1-410 eooe Commitment Card 
Latent Fingerprint Section 

1-411 ecoeo AGXYOX Instruction Sheet (yellow bond) 
Posting Section 

1-412 @#eo8 Travel Sheet 

Latent Fingerprint Section 
L=413 Seem Over 14 1.8 : 

Recording seep stcant Fingerprint Card for USINS 

Lm41 4 oeo a Requisition 

Latent Fingerprint Section, Photographic Unit 
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“Latent Log Card 
Latent Fingerprint Section 

Charge-out Card ~ Photographic File (pink card stock} 
Latent Fingerprint Section 

Latent Print Testimony 
Latent Fingerprint Section 

Training Progress Record 
Fingerprint Correspondence Section 

Record for Overtine 
Latent Fingerprint Section 

Adjustment Request 
Posting Section 

Request for Additional Information to Search Missing 
Persons Name File 
(M&T blocked yellow available » per Ganley 5/25/72} 
Fingerprint Correspondence Section, Missing Persons Unit 

Employee's File Review 
Fingerprint Correspondence Section 

- Tally - Sheet - ‘, i Wale fe: ee ee ee 

Fingerprint Ge neeacadence Bection 

Supply Reauisition 
Fingerprint Correspondence Section 

Reply to Expungement Inquiries 
(thin white with heading and M&T blocked yellow 
available ~ per Mr. Still) 
Recording Section 

Label for Return of Fingerprints to Recording Section 
Recording Section 

supervision Transfer Notice 
Posting Section 

FOI (Freedom of Information Act} Record Request 
Recording Section 

instruction Sheet and Log for Special Request Desk 
Assembly Section 
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BATCH Control Sheet 
Automation and Research Section, Data Entry Unit 

Record Modification Instruction (RMI) 
Automation and Research Section, Data Entry Unit 

Production Control Log 
Automation and Research Section, Bata Entry Unit 

Contributor Abbreviated Name Input (CAT} 
Automation and Research Section, Data Entry Unit 

Acknowledgment to Request for Expungement. of 
Fingerprints ~ Bureau Cannot Comply 
Recording Section 

Acknowledgment to Request for Expungement of 
Fingerprints - Accompanies Fingerprint Cards 
Recording Section 

Error Tabulation and Record 
Automation and Research Section, Data Entry Unit 

Record for Receipt of Fingerprint Cards from Contributor 
Recording Section 
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TRAINING DIVISION 

VOLUME I 

2-3 woes ROUTING SLIP (Assistant Director) 
Quantico 

2632 eee ROUTING SLIP 

FBIHQ, Front Office 

ZmZ eoee VWAULt Charge~Out (for guns) 
Quantico 

| Bn8 seco New Agents! Performance Report (original is unblocked; 
: thin white available) 

New Agents and In-Service Training Unit 
Quantico 

a tO oseo ROUTING SLIP 
FBI Academy 
Quantico 

2m iO «ooo Mew Agents’ Rating Form aa 
New Agents and In-Service Training Unit 
Quantico 

Zo hI, oooe Letter to SAC Advising Agent is Approved Firearms 
Man or Expert, or, In-Service Report of Grades 
(thin white and M&T blocked yellow available) 
Quantico 

a=12 osceoe REQUEST to see Director 
FBIHQ, Front office 

Aa=1L3 oooe New Agents' Firearms Record 
Quantico 

Z~1L9 eeoe Odd-Hour Shift Record 
(Guard Force, Radio Stations, Custodial and 
Maintenance Forces) 
Quantico 

A B3 sooo Registration for Shorthand or Typing bom wiley Language and Stenographic Training Unit 
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2-24 wove Shorthand Class Roll 
Foreign Language and Stenographic Training Unit 

FBIHQ . 

a-27 eooe Letter Forwarding Requested Film 
Police Training & Law Enforcement Conferences Unit 
FBIHQ . 

2037 eose National Academy Graduate Record 
National Academy Unit 
Quantico 

2-41. osoe National Academy Work Sheet ~ Investigations 
National Academy Admissions Unit 
FBLIHO 

243 eeeo FBI Pledge for Law Enforcement Officers 
National Academy Admissions Unit 
FBIHQ 

a~47 «»oo Physical Training Individual Record Card 
Gym ~ FBIHQ; 

i ; Quantico 

2~48 eooe Fiim Commitment Card 
- Police Training & Law Enforcement Conferences Unit, 

Foreign Language and Stenographic Training Unit 
FBIHQ 

2~5G . .os.e Firearms Record by Class 
Quantico 

2-60 2 © © @ Register 2 

Quantico 

2~G1 €*oee Register 3 

Quantico 

2-63 *vee Charge-Out 

Quantico 

2-64. eoee Firearms Repair Tag 
(available in Cardboard and fabric) 
Quantico 

2~72 cooe Firearms Shipment Form 
~-- - (thin white and unblocked yellow available) 

a Quantico 

eee — : 
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Routing Slip, National Academy Follow-up 
National Academy Admissions Unit 
FBIERGQ 

Log for Mail Between Quantico and Washington 
Quantico 

Work Sheet 
New Agents Training Unit 
Quantico 

FBI Police Training Schools Chart 
Police Training & Law Enforcement Conferences Unit, 
Foreign Language and Stenographic Training Unit 
FBIHQ 

Master Room Chart 
FBIHQ, Front Office 

Ammunition Inventory Record 
Quantico 
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TRAINING DIVISION . 

Transmitter Station Log (formerly 4-1) 
Quantico 

Security Monitor Radio Log (formerly 4-25) 
Quantico 

Radio Station is Off the Air (formerly 4-119) 
Quantico 

Message (formerly 4~131) 
Quantico 

New Agents’ Training - 6-Week Report 
New Agents Training Unit 
Quantico 

tn-Service Curriculum Research 
New Agents and In-Service Training Unit 
Quantico 

Change of Listing FBINA Directory 
National Academy Admissions Unit 

FBIHG 

Memorandum (to Assistant Director) Indicating 
.Qualified Special Agents for Language School 
(formerly 7-108) 
(thin white and unblocked yellow available} 
Police Training & Law Enforcement Conferences Unit, 
Foreign Language and Stenographic eae Unit 
FBEHO 

Work Sheet - Monthly Traffic Report (formerly 4-576) 
Widland Radio Station, 
Quantico 

Firearms Repaixy Record 
Quantico 

Interview/Occurrence Log 
Quantico 
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2~1L34 eose Progress Record for National Academy Applicant 
investigations 
National Academy eomaee tous Unit 
FBIHQ 

2-136 eoes Envitaticon to FBINA (to officer of agency) 
National Academy Admissions Unit 
FBIHQ 

2~L3G6a econ OAC Tickler Copy of Form 2-136 
National Academy Admissions Unit 
FBIHQ 

a~L36b ceooe M&T Blocked yellow and FBIHQ Tickler Copies of 
Form 2-136 
National Academy Admissions Unit 
FBIHQ 

a~L37 seoo DaiLlv Report for Crafts, Shops, Operating Engineers 
Plant Management and Maintenanace, FBI Academy 
Quantico 

A~L3S scoeoe EQuipment History and Maintenance Cost Records 
Plant Management and Maintenance, FBI Academy 
Quantico 

2~139 coee Preventive Maintenance (PM) Schedule 
Plant Management and Maintenance, FBI Academy 
Quantico - 

am140 - owe. Work Authorization: 
Plant Management and Maintenance, FBI Academy 
Quantico 

B~L4 seo Notice of Work Required 

Plant Management and Maintenance, FBI Academy 
Quantico 

2-142 eooe Crime Prevention Warning 
Plant Management and Maintenance, FBI Acadeny 
Quantico 

2-143 eeoo kmergency Address and Telephone Number for »SINA Studen 
National Academy Unit 
Quantico 

a~L44 ceoo Monthly Accomplishment Worksheet 
Academic Affairs Branch, ALL Units 
Quantico 
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a-L45 oocoe LOur-of-Duty Schedule . 
Plant Management and Maintenance, FSI Academy 
Quantico 

a~L4G cece Hnergency Chiller Log 
Plant Management and Waintenance, FRE Acadeny 
Quantico 

anoles eooe Plant Refrigeration Log 
Plant Management and Maintenance, FBI Academy 
Quantico 

2~Lags cece Plant Boiler Log 
Plant Managenient and Maintenance, FBI Academy 
Quantico 

a~L49 eoce Individual Buiiding Tour Logs 
Plant Management and Maintenance, FBI Academy 
Quantico 
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Visitor's Log 
FBI Academy - Lounge 
Quantico 

Score Record (Skeet) 
Firearms Training Unit 
Quantico 

Address List Change 
National Bomb Data Center (NBDC) 

Student Information Card (J. V. Cotter's form) 
Wational Academy Unit 

Invitation, through Field Office, for NA Graduate 
to Attend National Academy Refresher Course (NARC) 

National Academy Unit 

Request for Course Change 
National Academy Unit 
Quantico . 

Control Record for Processing Bureau Fiim 
FBI Academy Library 
Quantico 

Audio-Visual Assistance Record 

FBI Academy, 
Quantico 

Material Accession Index Card 
Education and Communication Arts Unit 
Quantico 

Material Title Index Card 
Education and Communication Arts Unit 
Quantico 

Box Identifying Label for Instructional Material 
Education and Communication Arts Unit ; 8 
Quantico | ers 
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2-LGEL eee tem Identifying Label for Instructional Material 

Education and Communication Arts Unit 

Quantico 

2~L62 cose Ammunition Storage Record 

Range 
Quantico 

2-163 ceee Range Assignments Chart 

Range 
Quantico 

2~-LG3a esos Range Assignments Chart - Night Firing (second page} 

Range 
Quantico 

2~1L64 cose REPLYOdUCtion Request 
Chief Clerk's Office 
Quantico 

2185 cece Daily Gasoline Log 
Administration and Operations Unit 
Quantico 

a-L66 or. Weekly Vehicle and Gas Status Report 
Administration and Operations Unit 

_ Quantico 

2-16? wees FBI Academy Garage Repair Order 
Administration and Operations Unit 
Quantico — 

22-168 veee Phnotography Guide and Reference for Students 
Forensic Science Unit, Quantico 

2-163 eeoe Photo Locker Inventory (blue card stock} | 
Forensic Science Unit, Quantico ‘cs. -. ere er 

2-170 ceee TOPCON Training Kit Inventory (yellow card stock) 
Forensic Science Unit, Quantico © .«-.*«r: 

eooe Graphic Training Kit Inventory (green card stock) 
Forensic Science Unit, Quantico. secceexe: J 

2~L72 sseo Film Storage Record 
Library, Quantico 
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2-173 oeee PFOSt Office Audit 
Post Office, Quantico 
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ADMINISTRATIVE DIVISION 

' Backeorder Record of Field Office Equipment and 
Supplies 
Procurement and Administrative Services Section 

Letter to Field Requesting Agents Report for In-Service 
(thin white, blocked, and unblocked thin yellow 
available) 
Front Office, Movement Unit 

Control Card for Bureau Property 
Procurement and Administrative Services Section 

Card Containing Personnel Information (blue and white) 
Front Office, Movement Unit 

Card Containing Personnel Information (pink) 
Front Office, Movement Unit 

Stock Received 
Mechanical Section 

Film Charge-out Card 
Mechanical Section 

speciai Agent Conditional Letter 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

Letter to SAC Requesting Interviews and Tests with 
Applicants (thin white and M&T blocked yellow 
available) 
Personnel Section, Applicant and Placement Unit, 
Applicant Briefing Subdivision 

identification Order Proof Memorandum 

Mechanical Section 

Work Sheet 
Budget and Accounting Section 
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Housing Information Card 
Personnel Section, Applicant and Placement Unit, 
Housing and Testing Subdivision 

Transfer Letter for Bureau Employees (New Agent) 
(thin white, M&T blocked yellow, and unblocked yellow 
available} 
Front Office, Movement Unit 

SAC Tickler Copy of Form 3-34 (New Agent) (with 
special instructions to the SAC) 
Front Office, Movement Unit 

Domestic Transfer Agreement (enclosure to Form 3-34) 
(bond only) 
Front Office, Movement Unit 

M&T Blocked Yellow (mo other file copy - per Dove 
7/19/73) and PBEIHO Tickler Copy of Form 3-34 (New Agent) 
Front Office, Movement Unit 

SAC Tickier (with special instructions to the SAC), 
FRIEQ Tickler, H&T Blocked Yellow, and Unbicecked Yellow 
of Form 3-34 (for Routine and Resident Agent Transfers) 
Front Office, Movement Unit 

Stock Requisition Recording Form 
Mechanical Section 

inventory Property Card for Agents 
Procurement and Administrative .Bervices Section . 

Inventory Property Card for Clerks 
Procurement and Administrative Services Section 

SAC Location Record 
Front Office Section 

ROUTING SLIB 

ROUTING SLIP 

service Award Index Card 

Personnel Section, Commendation, Supervisory Approval — 
and Speciai Action Unit 
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Follow-up Card, Sick and Annuai Leave Information 
Personnel Section, Veterans’ Counseling and Clerical 
Promotion Unit, Leave and Vocation Records Subdivision 

Administrative Report Data Card 
Budget and Accounting Section 

Visit Record ~ Health Service 
Personnel Section, Personnel Services Unit, 
Health Service Subdivision 

ROUTING SLIP 

seecial Agent Transfer Order Form 
Front Office Section 

Summary Sheet of Applicant Investigation 
Personnel Section, Applicant and Placement Unit, 
Applicant Briefing Subdivision 

Memo Transmitting Stenographic and Typing 
Examinations Grades 
Personnel Section, Applicant and Placement Unit, 
Housing and Testing Subdivision 

ROUTING SLIP 

avon tote. Control Sheet 
Procurement and Administrative Services Section 

EOD. Siip.for..New Employees. 
‘Personnel Section, Personnel Services: unit 
Personnel Actions Subdivision 

Payroll Card (white, blue, and yellow (latter per 
Mechanical Section 4/6/73 replaces salmon) 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

Form Letter re Position Classification Matters 
(thin white available} 
Personnel Section, Personnel Services Unit, 
Position Classification Subdivision 

Application for Refund of Retirement Deductions 
{enclosed with resignation Letters) 
Personnel Secticn, Personnel Services Unit, 
Personnel Actions Subdivision 
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3-87 esoe REPOYt OF Physical Examination Card 
Personnel Section, Persanrnel Services Unit, 
Health Service Subdivision 
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Procurement and Administrative Services Section 

J3~1LO4 oseo PFOSLtion Card (pink, white, blue, and green) 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

3~104a oovo POSition Card (blue) 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

3-LO6 eseo Daliy Report 
Personnel Section, Applicant and Diacement Unit, 
Applicant Briefing Subdivision 

t 3-167 »coe Notice of Special Agents Scheduled for Physical 
Examination 
Personnel Section, Personnel Services Unit, 

~ special Agents Physical Examination Unit 

3168 eooe Applicant Information Card 
Personnel Section, Applicant and Placement Unit, 
Applicant Office Subdivision 

g~ LEO eseo Work Sheet (preinserted carbon form) 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

3=LilL eooe Temporary Badges (FBI Identification Cards Issued) 
Procurement and Administrative Services Section 

3-115 eoee MOVEMEent Section Work Sheet €A through K) 
Front Office, Movement Unit 

g-t15a coe> Movement Section Work Sheet (L through 7) 
Front Office, Movement Unit 

3-LL Sb esoe Movement Section Work Sheet (continuation sheet) 
Front Office, Movement Unit 
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3-L1L7 ooeo Analysis of Separation - Field Office and FBIHQ 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

3-121 .ooo. Letter to SAC Transmitting Materiai for Field Personnes 
Files 

| (thin white and M&T blocked yellow available) 
| Personnel Section, Veterans' Counseling and Clerical 
| Promotion Unit, Leave and Vocation Records Subdivision 

3134 oeoe Record of Jobs Assigned and Completed in Exhibits 
section 
Exhibits Section 

3135 eovs Photographic Requisition 
Exhibits Section 

3-140 eors Work Sheet to Record Necessary [nformation from which 
Leave Record is Made 
Personnel Section, Veterans’ Counseling and Clerical 
Promotion Unit, Leave and Vocation Records Subdivision 

(3 3147 »eoe Temporary Employee Payroll Cara 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

. 3-152 o»eo Follow-up Card for Requests of 201 Files 
Personnel Section, Personnel Services Unit, . 
Personnel Actions Subdivision 

3-153. cose. Letter to SAC re Special Parformance Reports Regarding 
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(thin white and M&T blocked yellow available) 
Personnel Section, Applicant and Placement Unit, 
Personnel Briefing Subdivision; Veterans’ Counseling 
and Clerical Promotion Unit 

3159 ecoo Fieid Appointment Letter 
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and 3-159b with special instructions to the SAC and 
certain enclosures respectively) 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 
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3~159a eeee SAC Tickler Copy of Form 3-159 (with special 
instructions to the SAC) 
Personnel Section, Personnel Services vert. 
Personnel Actions Subdivision 

3~-159b oeoee M&T Blocked Yellow of Form 3-159 (also used for FBIHQ 
Tickler - per Miss Tibbetts, 5/28/69) (indicating 
special instructions to the SAC and certain enclosures) 
Personnel Section, Personnel Services Unit, 3 
Personnel Actions Subdivision 

3-165 «eee Record of Shipments Received in Stock Room 
Mechanical Section 

3-178 eeee Positions Certified, Fiscal Year 
Personnel Section, Personnel Services Unit, 
Position Classification Subdivision 

3-181 eeee Tickler Card on Extended Leave and Leave Without Pay 
Personnel Section, Veterans' Counseling and Clerical | 
Promotion Unit, Leave and Vocation Records Subdivision 

3-183 eee Photostat Sign-out Sheet (Justice Building) 
Mechanical Section 

3-187 eee Memo "To All Employees Under Transfer" re Housing | 
Front Office, Movement Unit 

3-190 eee Housing Card (yellow) 
Personnel Section, Applicant and Placement Unit, 
Housing and Testing Subdivision 

3=201 eeoee Letter Requesting Report re Service Record of Employee 
Returning from Military Leave (bond = 8x7; thin white 
and unblocked yellow available - each 8x104) 
Personnel Section, Veterans' Counseling and Clerical 
Promotion Unit, Leave and Vocation Records Subdivision 

3-205 eeee Request for Photographic Work 
Mechanical Section 

3-206 eee.e Pressman's Running Chart 
Mechanical Section 

ey We 
4/1/74 

HW 55019 Docld: 32969605 Page 204 : tm 
ee . 



* @ : 

SrA ws ooo 9 Daily Works Sheet 

Mechanical Section, Phctostat Unit 

3~208 coos FOLLow-up Letter Concerning Physical Condition of 
Special Aseat (thin white and H&T blocker yellow 
available) 
Personnel Section, Personnel Services Unit, 
Special Arents Physical Examination Subdivision and 
health Service Subdivision 

SHALL oeooe BUCAR Accident Record 
Personnel Section, Commendation, Supervisory Approval 
and Special Action Unit 

3-218 .c6. Health service Report 
Personnel Section, Personnel Services Unit, 
Heaith Service Subdivision 

3e234 oooe FBI Laundry Receipt, Stock Room (for clean Laundry 
. delivered to Divisions at FBIHQ} 

Mechanical Section 

. 38235 eose FBE Laundry Receipt, Steck Reon “a or solted Laundry 
: delivered to Stock Room by Divisions at FBIHQ) 

Mechanical Section 

deny BOE he och RRS , BURSA. Applicant. isting. Card: (pink, white, and. blue)~, 
PE EES SSS Bavsonnel Section, Applicant | and Placement Unit, 

Applicant Briefing Subdivision . 

deities een & .< tapas. Monthly. Work, Revert. % ARDS iy AA ee tee, See Sa 
eae Mechanical Section, Photo Unit 

3-252 eooe ko O and A, O Mailing List 
Mechanical Section 

3266 oooe Reply to Requests for Invitation to Bid or to be Place 
en Bidders’ Mailing List (€used only in bond ~ Lawless) 
Procurement and Administrative Services Section 

3-271 . $6000 Bid Tabulation 

Procurement and Administrative Services Section 

3-273 escoe Bidders® List 

Procurement and Administrative Services Section 

3-274 scoe Daily Record of Shipments from Stock Room 
( Mechanical Section 
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3-281 

3-289 

3-295 
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Housing Request Card (pink) 
Personnel Section, Applicant and Placement Unit, 
Housing and Testing Subdivision 

Reavisition Recard 
Mechanical Soction, Assembly Unit 

WFO Work Sign-out Sheet 
Mechanical Section, Assembiy Unit 

Clerical Test Rating Card 
Personnel Section, Appiicant and Placement Unit 
Housing and Testing Subdivision 

Resteration oF Veterans 
Personnel Section, Veterans’ Counseling and Clerical 
Promotion Unit, Leave and Vocation Records Subdivision 

Clerical Transfer Letter, Personai Convenience 
{thin white, blocked, and unblocked yellow available) 
Frac Office, Mevement Unit 
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ADMINISTRATIVE DIVISION 

VOLUME FEL 

30301 oes. Bindery Unit Work Sheet 
Mechanical Section 

36302 ecooe Special Agent Appointment Letter -~ Report to Justice 
Building (thin white and M&T blocked yellow available} 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

J=3O0%a »sooo special Agent Appointment Letter ~- Report to Olid 
Post Office Building (OPO) (thin white and M&T blocked 
yellow available} 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

3<303 osoe Additionai information and Instructions 
‘ (Attachment to Special Agent Appointment Letter} 

Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

3 GEG oeoe Atittonobile Sign-in and Sign-out Record (formerly 2-99} 
me ' and pridor to that 3-313) 

Mechanical Section 

3-314 coon stenographic Training (Flyer) 
Personnel Section, Applicant and Placement Unit, 
Housing and Testing Subdivision 

| 36316 ceoe Comparative Tabulation, Field Investigative Report 
Budget and Accounting Section 

ge 317 eovocoo WOrk Sheet for Various Tabulations and Special 
Requests for Administrative Report Data 
Budget and Accounting Section 

3-320 .ee- Weekly Delinquency Report for Administrative Division 
(thin white available) 
Frent Office, Administrative Review Unit 

SH GAL eeeo Position Classification Program Questionnaire 
(thin white only) 
Personnel Section, Personnel Services Unit, 
Position Classification Subdivision 

wm fw 
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Position Classification Audit Work Sneet 
(thin white only) 
Personnel Section, Personnel Services Unit, 
Position Classification Subdivision 

Notice Concerning Separation (attachment to 
resignation acceptance letter ~ general 
(anblocked yellow available) 
Parsonnel Section, Personnel Services Unit, 
Fersonnel Actions Subdivision 

Weekly Report of Pending Work 
Personnel Section, Personnel Services Unit, 
Position Classification Subdivision 

Bill of Lading Information Sheet 
Mechanical Section, Stock Room 

Delinquency or Work Report - Administrative Diviston 
(daily and weekly) (thin white available} 
Front Office (general use in Division) 

Confidential Material Receipt 
Mechanical Section, Steck Room 

eee eee ees with Official eye cone® ee 

sefZan Sam 8 re 7, ee oie 

Serene! wa, Personnel Services Unit, 
Personnel Actions Subdivision 

Adult Waiver and Record Concerning Asian {influenza 
Vaccine Record 
Personnel Section, Persennel Services Unit, 
Health Service Subdivision 

fover) 



3-343a eone 

3-344 eo 9 6 

33446 oe¢ 6 

ou 445 oo ¢ 0 

Su 44G ono @ 

3449 nose 
. a of 

ea Sey gh vel = ae aie fe Fa a . * nto 
a4 ae ge. : an *t. rest ee x3 wos Rye ve Meets, 4 ,* 
ae i. 7 -* 7 Me Tertitication Cards “oC 

SO Gre h& : . FF 80 
aan ey , ayy TE . ; a *, vee, 

o@45t €o0o0 0 

Control and Inventory, capt oe Laminated 

Méchanical Section, Plate Room 

Minor Waiver and Record Concerning Asian Influenza 
Vaccine Record 
Personnel Section, Persounel Services Unit, 
Health Service Subdivision - 

Field Office and FBIHQ Special Agent Physical Fxamina- 
tion Authorization for YU. S&S. Army Hedic ai tostablations 
Personnel Section, Personnel Services Unit, 
Special Agents phys ical Examination Subdivision 

Field Office and FBIHG Special Agent Physical Examina-~ 
tion Authorization for U. S. Navy Medical Installations 
Personnel Section, Personnel Services Unit 
Special Agents Physical Examination Subdivision 

Bureau cf Employees Compensation (BEC) Matters, 
Tabulation of Work-related Injuries 
Personnel Section, Personnel Services Unit, 
special Agent Physical Examination Subdivision 

Letter Transferring Official Personnel Folder 
and Record of Leave Data to Other Government Agencies 
(M&T blocked yellow available - per memo LL/22/71)} 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

1 
®e a . es. 5 >» 2 "> pam cs a . « = se a “gee ci Sh er? vt a te Ve 

Exhibits Section 

Requisition Record on Printing Request 

Letter to Bureau of Employees‘ Compensation 
Concerning Compensation Matters {thin white with 
heading; M&T blocked yellow available} 
Personnel Section, Personnel Services Unit, 
Special Agents Physical Examination Subdivision 

(over } 

“2 
“~ = ae om 
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3452 »coo REepLenishment Analysis and Purchase Requisition 
Procurement and Administrative Services Section 

3~453 eeoe Lustructions to Reading Room re Enclosures (3x5 slip - 
LUe } 

Personnel Secticn, Porsonnel Services Unit, 
¢ 

Position Classification Subdivision 

o~454 cooo Purchase Kequisition 
Procurement and Administrative Services Section 

3=461 cooe Permanent Housing 
Personnel Section, Appiicant and Placement Unit, 
Housing and Testing Subdivision 

3~462 esor REeQUeSt for Comments of Bureau Employee on 
Anplicant Acquaintance 
Personnel Section, Applicant and Placement Uait, 
Applicant Briefing Subdivision 

3470 eece Work Sheet = Personnel Tabulation by Divisions 
Budget and Accounting Section 

3o4.71 eceoo Record = Repair Costs on Typewriters 
Procurement and Administrative Services Section 

~~ 

S473. . ae 7 we = *, A ..0 4 ” . a sa os we 2 ae e oat ore he pee 

ts . . ‘i 

nae Kantian. peer ee oat Piesceent ait 
Applicant Briefing Subdivis $400 

824730 UL“ Mar Blocked Yellow of Form 3-473 °°” SS 
Personnel Section, Applicant and Blacement Unit, 
Apolicant Briefing Subdivision 

3-479 ocoo OGd=Hour Shifts - Inspectors’ Work Sheet 
(original on thin white} 

- Personnel Section, Veterans’ Counseling and Clerical 
Promotion Unit 

3-483 coco Blood Request 

Bersonnel Section, Applicant and Placement Unit, 
Housing and Testing Subdivision 

3-488 cece REpPly to Inquiries for Latest Address of Employees 
and Former Employees (thin white available} 

—— Personnel Section, Personnel Services Unit, 
oO Personnel Actions Subdivision 
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3-492 

GR s~4G 

3-496 

Height, Weight, Frame Evaluation - Male Implcyees (pink’ 
Personnel Section, Personnel Services Unit, 
Health Service Subdivision - 

Position Evaluation Summary - Supervisory 
Bexrsonnel Section, Personnel Services Unit, 
Position Classification Subdivision 

Stacus EnQuary 
Personnel Section, Applicant and Placement Unit, 
Applicant Office Subdivision 

Retirement Ynformation 

Personnel Section, Veterans’ Counseling and Clerical 
Promotion Unit - 

Personnel Security Review Record 
All Sections (routed to Randolph) 

5S w 
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n 

a-5O0 cose AUthorization for Data Processing Section to 
Order Checks from the Treasury for Approved Awards. 
Personnel Section, Commendation, Supervisory Approval 
and Special Action Unit 

3-507 eoos Credential Work Sheet 
Exhibits Section 

3508 eoce REPLY to Acplicant «- Satisfactory Ratings not Attained 
(thin white and M&T blocked thin yellow availe‘le) 
Personnel Section, Applicant and Placement Unit 

3-508 cooe Repiy to Applicant - No Encouragement; Applications 
Exceed Appointments which are made on a Highly 
Competitive Basis (thin white and M&T blocked thin 
yellow available) 
Gersonnel Section, Applicant and Placement Unit 

3-508 ‘.5.. Reply to Applicant - Appointment not Possible at this 
=e 7. Timo: Qualifications on File for Future Reference (no 

action category - per Lois Carter 10/5/72) 
(thin white and M&T blocked thin yellow available) 
Personnel Section, Applicant and Placement Unit . 

3-509 coon ReDLy to Applicant - Appointment not Possible at this 
Time: Qualifications Listed for Future Reference 
(thin white and M&T blocked thin yellow available) 
Personnel Section, Applicant and Placement Unit 

3=512 eooe Purchase Order (white, numbered consecutively, and 
used exclusively at the FBIHQ) (formerly green, 
consecutively numbered copy of FD-284)} 
Procurement and Administrative Services Section 

3-514 coeo OUttSide Employment Index Card 
Personnel Section, Veterans’ Counseling and Clerical 
Promotion Uait 

3-518 ooo Warning Notice Against Mutilation of Filed Compexsation 
Act Forms 
Personnel Section, Personnel Services Unit, 
Special Agent Physical Examination Subdivision 

ee 
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3-534 
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Daily Clerk-Abpént: Ratio’ (handed in weekly ‘to -" 

® ® 

Evaiuation Summary - Nonsupervisory 
Perseanel Section, Personnel Services Unit, 
Position Classification Subdivision 

Acknowledgement to Employee Credit Inquiry 
(H&T blocked yellow available) 
PersonaeL Section, Personnel Services Unit, 
Personnel Actions Subdivision 

Office of Preference 
Front Office, Movement Unit 

Repiy to Service Record Inquiry 
(M&T blocked yellow available) 
Personnel Section, Personnel Services Dnit, 
Personnel Actions Subdivision ) 

Reply Advising Inquiry Concerning Service Record 
Previously Acknowledged (H&T blocked yellow available} 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

Netification of Acceptance of Appointment aad 
Request for Temporary Housing Accoymodations 
Feronnnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

Callahan’s office ~ per Mrs. Bove 8/2/73) 
Front Office, Movement Unit 

“ROUTING SLIP * 

Letter Transmitting Credential Card for Signature 
(M&T blocked yellow and thin white available) 
(per Hrs. Lockhart} 
Procurement and Aduinistrative Services Section 

Letter Transmitting Completed Credential Card 
(thin white and H&T blocked thin yellow available - 
per Mrs. Lockhart 1/27/72) 
Procurement and Administrative Services Section 

Reply for Photographic Correspondence 
(thin white and M&T blecked yellow available) 
Mechanical Section, Photo Unit 

a 
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3-536 eese Authorization for Captain of the Guard, GSA, to 
Issue Temporary Passes to hon-FBI Empiscyees 
Procurement and Administrative Services Section 

oS 

;. SS 
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ADMINISTRATIVE DIVISION 

VOLUME V 

5~550 eoooe Questionnaire Concerning Promotional Qualifications 
of Incumbent Chief Clerks and Assistant Chief Clerks 
Personnel Section, Applicant and Placement Unit 

3-5502 <2... Questionnaire Concerning Clerical Employees with 
Actual or Potential Qualifications for Chief Clerk 
or Assistant Chief Clerk 
Personnel Section, Applicant and Placement Unit 

3 5OL cece Letter of Instructions Concerning Federal Employees 
Health Benefits Program 
Personnel Section, Applicant and Placement Unit, 
Yousing and Tostine office 

32554 eoeo Approval Letter for Relief Supervisors 
(thin white, blocked yeliow, and unblocked yellow 
available) 
Personnel Section, Commendation, PUPEEYeeORY Approval 
an special Action Unit 

3-556 oO Oe Car Scheduic 

Front Office, Administrative Review Unit 

a—S57 cooe Paper-cutting Request C€yellow; pink for special work} 
Mechanical Section, Printing Unit 

3-558 ceoee Maintenance Checklist 
Exhibits Section 

3~+559 eoee Dissemination Letter ~ Sketches and Photographs 
for Inclusion in National Bsnk Robbery Album 
(thin white and M&T blocked yellow available - 
confirmed 9/6/88). 
Exhibits Section 

3-561 eooe Airtel Transmitting Artist's Conceptions (thin green ~ 
original; H&T blocked and unblocked yellow (letter 
confirmed 9/6/68} availabie) 
Exhibits Section 

4/1/74 
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3~563 

3-565 

3-566 

3576 

3m OTE 

‘-: Personnel Section, Personnel Services’ Unit,” 

i © 

. 

Notice Concerning Blood Donor Program 
Personnel Section, Applicant and Placement Unit, 
Housing and Testing Subdivision 

Maintenance Record far Electrically~Operated 
Filing Cabinet 
Procurement and Administrative Services Section 

Class of Agent or Clerical Appointees 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

Airtel for Supplemental Investigation of Appointee 
(M&T blocked yellow available) 
BPersonnol Section, Applicant and Placement Vnit, 
Applicant Briefing Subdivision 

Evaluation Sunsnary Prepared by Supervisor of 
Former Bureau Employee Applying for Reinstatement 
Personnel Section, Applicant and Placement Unit 

Schedule of Collections (thin white available) 
Budget and Accounting Section 

Enclosure Concerning Reemployment Rights to 
Resignation Acceptance Letter to Resignee Entering 
Military Service (unblocked yellow available) 

Fersonnel Actions Subdivision 

Speciai Agent Promotion Recommendation for, 
Grades GS-11 and GS-12 (Unblocked bond for original 
and copy ~ per L. Davidson) 
Personre 1 Section, Personnel Briefing, 
SAC Memoranda and Agent Realtlocation Unit 

Kardex Reference re Vocation Records of Employees 
Personnel Section, Veterans’ Counseling and Clerical 
Promotion Unit, Vocation Records Subdivision 

Request for Certain. Information from Field Offices 
and FBIHO Divisions Concerning Reserve and Selective 
Service Matters (unblocked thin white with heading 
for original) 
Personnel Section, Veterans’ Counseling and Clerical 

 Bromotion Unit 

nm 2B os 
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a~578 ooee Airtel to Field re S0G Employee Desiring Transfer 
to Field (thin green ~ original and tickler; 
M&T blocked yellow available} 
Personnel Section, Applicant and Placement Unit 

3=589 seoe LOtter to Field re SOG Action Taken re Clerical 
Employee's Request for Transfer (thin white and 
M&T blocked yellow available) 
Parsonnel Section, Applicant and Placement Unit 

3~580 coon AGAitional Preliminary Information on Clerical 
Employee re Transfer, Reassignment, Trial 
Assignment, or Promotion (thin white and M&F 
biocked yellow available) 
Personnel Section, Applicant and Placement Unit 

J3=587 eooe AAditional Instructions to Appointee (FSIHQ) 
(enclosure to Form 3-596) (thin white and unblocked 
thin yellow available) 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

3 ~584 eeos Charge Ont for Payroll Card (biue, green, orange, pink) 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

+2 38585: we one: Review -of Performance Rating (thin white only} occ TM 
* “Personnel Section, Commendation, Supervisory Approval 

and Special Action Unit 

nt + Qe BSF oe, Additional Instructions to Appointee (Fieldy 
(enclosure to Forms 3-159 and 3-316) (thin white 
and unblocked thin yellow availabie} 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

3-588 csooe Cover Letter to Field in Processing Deaths of 
Bureau Employees (changed from thin white to white 
bond =— per Hershey ~ Branthover, December, 1968} 
Personnel Section, Personnel Services Unit 

3~588a esoeoo FBIHQ Tickler Copy and M&T Blocked Yellow File Copy 
ot Form 3+588 
Personnei Section, Personnel Services Unit 

3-588b ecoe ERCLOSUre to Form 3-588 - Generel Information for 
Survivors (4 pages ~- copies not to be assembled or 

{9 stapled for Division IYI ~ per Ruth Wood} (bond) 
= Personnel Section, Personnel Services Unit 

ta 
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3-593 

3-556 

3-596a 
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. Personnel..Section, Personnel services. Unit, 

Letter to Field re Employee Iliness, Maternity 
Leave, Sick Leave Records, etc. (bond) \ 
Personnel Secticn, Personnel Services Unit, 
Veterans’ Counseling and Clerical Promotion Unit 

Notice of Information - Employment with the FST, 
Washington, D. C., AkLlowance for Transportation 
Personnel Section, Applicant anda Placement Unit 

Letter of Instructions to Field re BUAP - Special Agent 
(available in thin white and blocked yellow} 
Personnel Section, Applicant and Placement Unit 

Letter to Fleid re Employee's Draft Status oer 
Military Service (bond only) 
Personnel Section, Personnel Services Unit, 
Leave Matters Subdivision 

Field Part-time Indefinite Clerical Appointment Letter 
(thin white available as $~-594a}) 
(biocked yellow and thin white available as 3-594b) 
Personnel Section, Personnei Services Unit, 
Personnel Actions Subdivisioa 

SAC Tickler of Form 3-504 (with special instructions 
to the SAC) (thin white} 

Personnel Actions Subdivision 

M&T Blocked Yellow and FBIHQ Tickler (thin white) of 
Form 3-894 (€indicating special instructions:-toe the .- 
SAC and certain enclosures} 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

¥BIHQ Appointment Letter 
(thin white available as 3-596a)} 
(blocked yellow and thin white available as 3-596b) 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

SAC Tickler of Form 3-596 (with special instructions 
to the SAC} (thin white) 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

ASV EV4 
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3~596b ocooe M&ET Blocked Yellow and FBIHQ Tickler (thin white) of 
Form 3-596 (indicating special instructions to the 
SAC and certain enclosures) 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

tee Boi nec 
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ADMINISTRATIVE DIVISION 

VOLUME Vi 

3-604 . .... Additional Instructions to Field Appointee 
(enclosure to Ferm 3-159) (thin white and unblocked 
thin yellow available) 
Personnel Section, Personnel Services Wait, 
Personnel Actions Subdivision - 

3-605 voce Master Position Card (replaces 3-104 and 3~104a) 
Personnel Section, Personnel Services Unit 
Personnel Actions Subdivision 

3~606 ceoce ROUting Slic for Return of Cut Film Hoiders 
Mechanical Section, Photographic Unit 

3-608 oeeo ROUting Slip Distributing IBM Programmer Aptitude Test 
Personnel Section, Applicant and Placement Unit (@urney) 

3610 eooe Special Agent Appointment Letter ~ Confirmation of 
Telegram or Teletype (M&T blocked yellow only 
available - per Mr. Hunsinger) 
Personnel Section, Perscnnel Services Unit, 

' Personnel Actions Subdivision 

o~GLT esoo separations List 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

3612 oeoe Physical Examination Authorization for U. S. Public 
Health Service 
Personnel Section, Personnel Actions Unit 
Special Agent Physical Examination Subdivision 

3-613 coco Physical Examinations Routing Slip 
| Personnel Section, Personnel Actions Unit, 

special Agents Bhysical Examination Subdivision 

3-634 ooos OG Clerical Appointment Letter - Confirmation of 
Telegram (M&T blocked yellow only available ~ 
per Mr. Hunsinger) 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

e as 1 ag 
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| 3-817 eooo Telephonic Request re Credit or Service Record Inquiry 
| Personnel Section, Personnel Services Unit, 
| Personnel Actions Subdivision 

$«G13 ooce ROUtIne Resignation Acceptance Letter - Employment 
Agreement Fulfilled (thin white and M&T blocked 
yellow availabie} 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

3~G19 ~oceo ROUtine Resignation Acceptance Letter ~- Employment 
Agreement Not Fulfilled (thin white and M&T blocked 
yellow available) 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

3~620 seoo Request for Applicant to Contact Bureau 
(M&T blocked yellow available - per Feeney 14/7/71) 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

S-GAk oooe ReSident Agency Transfer at no Expense to the 
Government (thin white and M&T blocked yeliow 
available} 
Front Office, Movement Unit 

JeGaA +, seee Radio, Maintenance Technician. Agreement 
Personnel Section, Personnel Services Unit 

3~ 624 oeoe ROUGH Draft re Letter Concerning Retirement Matters 
oe ae ee . Personnel Section,..Personnel Services Unit, 

Veterans! Counseling and Clerical Promotion Subdivisior 

3~625 coe Check-off List re Leads in Bureau Applicant Investi- 
geations 
Personnel Section, Personnel Services Unit, 
Personnel Briefing, SAC Memoranda and Agent 
Reallocation Unit 

3-626 cows Maternity Leave Letter re Continued Employment 
(no thin white; M&T blocked thin yellow = Stoll 8/14/7< 
Personnel Section, Veterans' Counseling and Clerical 
Promotion Unit 

3 B26 sooo service Computation Work Sheet 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 
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3628 oooe Acknowledgment re Employment to Individuals Overseas 
(thin white and M&T blocked yellow available ~ per 
requisition 6/7/72 o.k.'d by Carter 7/19/74) 
Personnel Section, Applicant and Placement Unit 

3-629 evee AcknOvledement to Inquiries of Unqualified Person 
re Special Agent Position 
(thin white and N@T blocked yellow available ~- per 

- requisition 6/7/72 o.k.'d by Carter 7/19/73) 
Personnel Section, Applicant and Placement Unit 

3~G630 ceoce REetirement Plaque Requisition m 
Personnel Section, Commendation, Supervisory Approval, 
ang Special Action Unit 

3-631 eceo REQUESt for Military Information from Employee on 
Military Leave (thin white available) 
Personnel Section, Veterans’ Counseling and Clerical 
Promotion Unit 

3-631a coooe M&T Blocked Yellow Copy of Form 3+633 
Personnel Section, Veterans! Counseling and Clerical 
Promotion Unit 

3=692 eoee Transmittal Communication for Initial Identification 
‘ Card 

., Front Office " se od 
Procurement and Administrative deeviocs: Saction 

3~633 secon Transmittal Communsea bon for Remakes of Identi-~ 
Wetew ben oo  ibeatien -Cards... aS Rie PS it Gee hagas lee ease 

Front Office 
Procurement and Administrative Services Section 

' 34634 cecoee NOtification of Personnel Action 

Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

3~635 oooe kLnstructions to SAC re BUCAR Accident 
(thin white, blocked, and unblocked thin yellow 
available - per Jo Boorech}) 
Personnel Section, Commendation, Supervisory 
Approval, and Special Action Unit 

3-538 eco. Change of Address Furnished by Bureau Applicant 
Personnel Section, Applicant Interview, Orientation 
and Housing Unit 
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Agent Credential Control 
Procurement ana Administrative Neptices Section 

Letter of Acknowledgment to-Inquiry of Above~Average 
Applicants 
(M&T blocked yellow available) 
Personnel Section, Applicant and Placement Unit 

General Ledeser Coding Sheet 
Budget and Acccaunting Section, Budget Unit 

FET Application for Employee Parking space 
Exhibits Section 

Key to JEH Building Control 
Procurement and Administrative Services Section 

Annual Record of Funds Allocated and Applied 
Against Special Types of Equipment 
Budget and Accounting Section, Budget Unit 

4/1/75 
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Production Record 
Records Section, 

Recharge Sheet 
Records Section, 

Charge-Out 
Records Section, 

Charge-Out 
Records Section, 

Charge~Out 
Records Section, 

Charge-Ont 
Records Section, 

Charge-Out 
Recoras Section, 

Charge-Out 
Records Section, 

File Forwarding § 
Records Section, 
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Classifying 
Consolidation 
Correlation 
File Review 
Filing Unit 
General Index 
Name Searching 
Numbering 
Recording 
Routing 

Consolidation 
Filing Unit 
Service Unit 

Consolidation 
File Review 
Filing Unit 
General Index 
Numbering 

Consolidation Unit 

Filing Unit 

CorreLation Unit 

Dirge Unit 

index Research Unit 

tip (pink) 
Fiie Review 
Filing Unit 
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Large Report Tag (3x5 card ~ white) 
Records Section, Classifying Unit 

Error Record 
Records Section, Classifying Unit 

ROUTING SLIP 

FBT Record of Incoming Packages and Registered Maii 
Communications Section, Switchboard Unit 
Records Section, Routing Unit 

Production Record 
Records Section, Recording Unit 

Enquiry Slip to Consolidation Unit 
Records Section, Classifying 

General Index 

Production Record 
Records Section, Classifying Unit 

Error Slip 
Records Section, Generali Index 

ROUTING SLIP — 

Work Report 
(thin white available) 
Records Section, Personnel Records 

Monthiy Transfer Check 
Records Section, Filing Unit 

serial Removal Charge~Out 
Records Section, Consolidation Unit 

Filing Unit 

Search Slip 
Records Section, Name Searching Unit 

service Unit 

Numerous Reference Search Slip (Clong) 
Records Section, Name Searching Unit 

service Unit 

Search Slip (short) 
Records Section, Name Searching Unit 
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Error Record - Examiners and Spot Checkers 
Records Section, General Index 

Recording 

Request Log 
Records Section, Personnel Records «= Locate Unit 

Stop Card 
Records Section, Mail Room 

Communications Charge-out Record 
Communications Section, Teletype Unit 

Check Slip 
Records Section, General Index 

ROUTING SUIP 

Return Receipt Card for Bureau Mail 
Records Section, Mail Rocm 

Crypto Message Log 
Communications Section, Teletype Unit 

special Time Approval for Employees 
Records Section, Classifying 
a .. Correlation . 

‘File Review 
General Index 
Name Searching 

Serial Marker (available in white and sink) 
Records Section, File Review 

Filing Unit 

serial Charge-Out 
Records Section, Personnel Records 

Receipt Card for Special Messenger Mail 
Records Section, Mail Room — 

Stop Card 
Records Section, Personnel Records 

Routing Unit 

Stop Mail (pink card) 
Records Section, Consolidation Unit 

Numbering Unit 
service Unit 
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' Special 

ROUTING SLIP 

Request Log 
Records Section, Filing Unit © 

Semiannual File Check 
Records Section, Filing Unit 

ROUTING SLIP 

Serial Removing Form (green} 
Records Section, Filing Unit ~ Lamination Subunit 

Locate Log 
Records Section, Filing Unit 

ROUTING SLIP 

Drawer Check Sheet 
Records Section, General Index 

Information Desk - Training Ciass Pad 
Communications Section, Switchboard Unit 

Production Record 
Records Section, Filing Unit __ 

Mail ‘or Abstract Request 
Records Section, Consolidation 

Numbering 

Requests 
Records Section, Messenger Unit 

Obsolete Serial Removal Form 
Records Section, Consolidation 

Correlation 
Personnel Records 

Special Mail Tag (Cereen) 
Records Section, Classifying 

Bersonnel Records 
Routing 

Serial Removal Form (skipped during serialization} 

Records Section, Consolidation 
Numbering 
Personnel Records 
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FILES AND COMMUNICATIONS DIVISION 

VYOLOME if 

Am EOF seoe File Charge~Out 
= Front Office 

Records Section, Personnel Records 

4,~1O3 seoe Telegram Mark-off Record 
Communications Section, Teletype Unit 

4.— 7 O3a »ooe Mark-off Record 
Communications Section, Teletype Unit 

4.—LO4 eooe Placing or Canceling of Stops on Stop Desk 
Records Section, Routing 

4m 4 OS eooe HncLosure Filed on Bulky Enclosures Ramp 
Records Section, Filing Unit 

AE TD ecco Meseenger Run Log 
Records Section, Filing Unit 

Messenger 
Personnel Records 

40116 ~ «eos Search and Instruction Slip 
Records Section, Consolidation Unit 

4mL1LS ecoe ROUTING SLIP 

4. me I ZT sea: “Meal Pickup Production Record 
Records Section, Recording Unit 

Routing Unit 

Aon I D4. ¢ 00 0 ROUTENG SLIP 

4m i BY oe oo Work Report 

Records Section, Correlation Unit 

4h 32 ceee MAil Check Sheet 
Records Section, Mail Room 

es ee 
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4-133 eeee Stop Card (yellow) 
Records Section, Filing Unit 

Am 1 34 eeoe Courier Mail hog 
Records Section, Mail Room 

4~-L49 ecoe ADStract and Mail Sequencing and Filing Production 
Records Section, Filing Unit Record 

Numbering 

AmT 4) eoocoe Mail Count Slip 
Records Section, Classifying 

General Index 
Recording 

4.146 ooee Error Sheet - Typist 
Records Section, Consolidation 

General Index 

4 oe EAE °° @ © ROUTING SULP 

Am J 4G sceo ROUTING SLIP 

‘Guo L5G eooe Pending Long Distance Ticket 
Communications Section, Switchboard Unit 

4-L60 " .c+. Box Receipts (yellow, pink, biue, and white) 
. Records Section, Messenger Unit ~ Courier Service 

4—165 ceeo Error Form 
, Records Section, General Index 

4-166 cooe npchedule of Classes 
Front Office 
Records Section, File Review 

Filing Unit 
Name Searching 

(over) 

ites a Do 
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Production Record (used by Supervisor) 
Records Section, Classifying 

Consolidation 
File Review 
Filing Unit 
General Index 
Messenger 
Name Searching 
Number ing 
Personnel Records 
Recording 
Routing 
Service Unit 

Telephone Calis for Service Unit Employees 
Records Section, service Unit 

Exvror Form 
Records Section, General Index 

Key and Tour Duty Log 
Communications Section, Switchboard Unit 
Records Section, Consolidation 

Filing Unit 
General Index 
Messenger. ..  . 

‘Name Searching — 
Personnel Records 
Routing 
Service Unit... _. 

Personnel File Cover Sheet 
Records Section, Personnel Records 

Special Delivery Receipt Record 
Communications Section, Switchboard Unit 

Microfilm Label (pink) 
Records Section, Filing Unit 

{WO File Summary 
Records Section, File Review 

Name Check Program Log 
(thin white available) 
Records Section, Front Office 
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9x6 "HOLD" Card 
Records Section, Filing Unit 

Abstract Production Record 

Records Section, Numbering 
Service Unit 

Accuracy Record 
Records Section, Consolidation Unit 

Name Searching 
Numbering 

Daily Incoming Mail Count 
Records Section, Name Searching Unit 

Special Time Record 
Records Section, Numbering 

Recording 
Routing 

Errors Record 
Records Section, Recording Unit 

Training Record (File Reviewer's Progress Chart) 
Records Section, File Review Unit 

Label = "File or Enclosure is Maintained 
Permanently in Room * (3x5 card} 
Records Section, Filing Unit 

File Review Production 
{thin white available) 
Records Section, File Review Unit 

Error Slip 
Records Section, Personnel Records 

Drawer Charge-~Out (yellow card stock) 
Records Section, General Index 

Numbering 
Personnel Records 
service Unit 

Movement 
Communications Section, Switchboard Unit 

Messages 
Communications Section, Switchboard Unit 

Beane 
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Preduction Record; Spot Check 
Records Section, Consolidation 

General index 
Mail Room 
Name Searching 
Routing 
Service Unit 

Examiner’s Record 
Records Section, File Review 

Mail Room 
Name Searching 

Statistical Record (GS-5 and GS-6) 
Records Section, Consolidation Unit 

Out Card Cwhite) 
Records Section, Numbering 

. Personnei Records 
Routing 

Permanent Serial Charge-Out (JUNE Mail) 
Records Section, Filing Unit 

Daily Tabulation of Work on Hand 
Records Section, File Review 

Name Searching 

Daily Report of Condition of Work 
Records Section, Filing Unit 

Teletype Charges 
Communications Section, Teletype Unit 

Label ~» "Bulky Enclosure Bin # ne 
Records Section, Filing Unit 

Work Report (Records Section) 
(thin white available} 
Front Office 
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Memorandum Requesting Review of Bulky Exhibits 
Records Section, Filing Unit 

4x6 Movement Card 
Communications Section, Switchboard Unit 

Daily Mail Production Record 
Records Section, Numbering Unit 

Agent Cover Sheet for File 
Records Section, Personnel Records 

Legal Attache Assignment Cover Sheet for File 
Records Section, Personnel Records 

Work and Attendance Analysis 
Front Office 
Records Section, Recording 

Individual Extension Service Record 
Communications Section, Switchboard Unit 

Individual Record for Work on Expedite Processing 
Records Section, Routing Unit 

"Return Receipt" Tickler or return of Form a Oy 
: (3x5: card) - ae 
Records Section, Mail Room 

Charge~Out for Temporary Badge (3x5 card) 
Records Section, Filing Unit 

Messenger 

"Changed To'" Serial for File 
Records Section, Consolidation 

Personnel Records 

Production Record 
Records Section, File Review 

Numbering 
Personnel Records 
Recording 
Service Unit 

Out Card (blue) 
Records Section, Consolidation Unit 
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Out Card (green and yellow) 
Records Section, Consolidation Unit 

Personnel Records (green only) 

Cut Card (hiue} 
Records Section, Generai Index 

Spot Check of Mail Fillers 
Records Section, Filing Unit 

Numbering Unit 

File Front (9x14) 
Records Section, Filing Unit 

in-Service and Applicant Numbering Index 
(Nos. 1 through 96) 
Records Section, Personnel Records 

In-Service and Applicant Numbering Index Card 
(Nos. 97 through 192) 
Records Section, Personnel Records 

In-Service and Applicant Numbering Index Card 
(Nes. 193 through 288) 
Records Section, Personnel Records 

" Jit-Service ‘and Applicant’ Numbering Index Card 
(blank card for additional serials) 
Records Section, Personnel Records 

Receipt for Classified Material Mailed 
Records Section, Mail Room 

Memo Clippings re Congressional Record 
Records Section, Classifying Unit 

serial Removing Form 
Records Section, Filing Unit 

Personnel Records 

Copy Requisition 
Records Section, Classifying 

Consolidation 
Personnel Records 
Routing 

Night Shift Locate Instructions 
Records Section, Filing Unit 

~ 3 
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Am588 ecor lacate Work Sheet 
Records Section, Personnel Records 

Service Unit 

4a 589 coco LOGate Work Sheet 
Records Section, Consolidation 

File Review 
Piling Unit 

4—596 coee File Front (84 x 11) 
Records Section, Filing Unit 
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TABLE OF CONTENTS 

FILES AND COMMUNICATIONS DIVISION 

VOLUME IV 

4.—607 eooe Fite Review Identifving Information Record 
Records Section, File Review 

General Index 
Name Searching 

4—612 ‘'-e00 Telephone Request Record 
Records Section, File Review 

4.—81.3 eooo Daily Record - "Old Date’! Name Check Forms 
Records Section, File Review 

Name Searching 

4615 eoos ROUTING SLIP 

ee 4m621 coco Daily Production Record 
: Records Section, File Review 
: General Index 

Name Searching 

4-622  .ee. Production Record 
Records Section, Classifying Unit 

4.-G23 eooen Copy Destruction Data Record 
Records Section, Correlation Unit 

4m626 eoon Daily Outgoing Mail Count 
Records Section, Name Searching Unit — 

4-627 coe Daily Incoming Special Requests 
Records Section, Name Searching Unit 

4~628 sooo Label - "Mail Arranged for Filing" 
Records Section, Personnel Records 

4-629 esos Production and Routing Tag 
Records Section, Classifying Unit 

4m G33 eoon RaQuest for Information 
Records Section, Personnel Records 

i. 

ha 
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4-636 

4 B49 

serial Marker 
Records Section, Personnel Records 

To-and-Out Log -~ Night Shift 
Records Section, Filing Unit 

Personnel Records 
Service Unit 

Mail Checker Record 
Records Section, Mail Room 

Receipt for Courier Service 
Records Section, Messenger Unit 

Individual Work Performance Report . 
Records Section, Personnel Records 

Memorandum of Assistant Director re Employees 
Entering on Duty in Division 
(thin white and unbiocked yellow available} 
¥ront Office 

Classification~case Control Record 
Records Section, Correlation 

General Index 
Personnel Records 

Memorandum to Determine: Continted Maintenance of 
File in Special File Room 
Records Section, Filing Unit 

Expedite Processing Removal Record 
Records Section, Routing Unit 

Daily Work Report (thin white available) 
Front Office 

Notice to "Look-up Desk" 
Records Section, Classifying 

Examining Unit Return 
Records Section, File Review 

Delinquency Report 
Records Section, Teletype Unit 
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4~660 weoe Preinserted Carbon Abstract (in triplicate) 
Records section, Routing Unit 

AuGGL oooe File Repair Record 
Records Section, Correlation Unit 

Filing Unit 

4-662 cere Covy Destruction Hrror Record 
Records Section, Correlation Unit 

4—663 eecoo LEGAT Message Cover Sheet 
: (original on thin white) 
| Communications Section, Teletype Unit 
| 

| 4,664 oece ROUGH Draft for Preparation of Daily Report 
of Long-Distance Calls from FBIHQ to Field 
(original on thin white) 
Communications Section, Switchboard Unit 

4-666 eooe DYiver’s VYehicle Check 

Courier Service 

4-667 sooo pecure Teletype Traffic Log 
Communications Section, Teletype Unit 

4.m—B5 & = ovo @ Traffiie Report 

Sts ee ts >) Gommunications Section,~- Teletype. Umit. - Lew es tee site 

4669 eooe Corrections for Typist 
Records Section, Correlation Unit 

4~670 eoee Equipment Trouble Report 
Communications Section, Teletype Unit 

4m f'72 o © 8 @ File Request 

Records Section, Personnel Records 

4mB73 »~soe Checkoffi List ~ Outgoing Multiple Address Transmission 
- Communications Section, Teletype Unit 

4m 674 oeoe SeYial Removal Charge Out - National Security 
GLlectronic Surveillance File 
Records Section, Filing Unit 

4.—m875 aeoe Permanent Charge Cut for Files Microfiimed 
Records Section, Filing Unit 

See a SS = 
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4._6876 oeese Personnel File Transfer (pink) 
Records. Section, Personnel Records Unit 

46607 cocoon “ExXpedite Processing" Fnquiry 
Records Section, Routing Unit 

4—_6783 esoe Telephone Extension [Information 
Communications Section 

4m G FS coos Charge Qut and Serial Marker for File Automated 
Control System (FACS) 
Records Section 

NOTE: See next Volume for new forms. 

ee 
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FILES AND COMMUNICATIONS DIVISION 

Letter Requesting Additional Background Data (bond) 
(formerly 11-1) 
Freedom of Information Act section 

DAG (Deputy Attorney General) Tickler of Form 4-680 
(formerly ll-la) (thin white with heading) 
Freedom of Information Act Section 

Yellow File Copies (2) and FBIHQ Tickler of Form 4-680 
(formerly 11-1b) (M&T Blocked and Unblocked Yellow, 
and thin white with no heading) 
Freedom of Information Act Section 

Delay Letter —- to Consult Another Agency (formerly 11-2 
(bond) 
Freedom of Information Act Section 

DAG (Deputy Attorney General) Tickler of Form 4-681) 
(formerly 11-2a) (thin white with heading) 
Freedom of Information Act Section 

Yellow File Copies (2) and FBIHQ Tickler of Form 4-681 
(formerly 11~-2b) (M&T Blocked and Unblocked Yellow, . 
and thin white with no heading) 
Freedom of Information Act Section 

Delay Letter - Due to Increased Volume of Inquiries 
(formerly 11-3) (bond) 
Freedom of Information Act Section 

DAG (Deputy Attorney General) Tickler of Form 4-682 
(formerly 11-3a) (thin white with heading) 
Freedom of Information Act Section 

Yellow File Copies (2) and FBIHQ Tickler of Form 4-682 
(fomerly 11-3b) (M&T Blocked and Unblocked Yellow, 
and thin white with no heading) 
Freedom of Information Act Section 
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Delay Letter -— to Search, Collect, and Examine 
Voluminous Records (formerly 11-4) (bond) 
Freedom of. Information Act Section 

DAG (Deputy Attorney General) Tickler of Form 4-683 
(formerly ll-4a) (thin white with heading) 
Freedom of Information Act Section 

Yellow File Copies (2) and FBIHQ Tickler of Form 4-683 
(formerly 11-4b) (M&T Blocked and Unblocked Yellow, 
and thin white with no heading) 
Freedom of Information Act Section 

Delay Letter =- to Search for and Collect Requested 
Records from Field Facilities and Other Establishments 
(formerly 11-5) (bond) 
Freedom of Information Act Section 

DAG (Deputy Attorney General) Tickler of Form 4-684 
(formerly 11-5a) (thin white with heading) 
Freedom of Information Act Section 

Yellow File Copies (2) and FBIHQ Tickler of Form 4-684 
(formerly 11-5b) (M&T Blocked and Unblocked Yellow, 
and thin white with no heading) 
Freedom of Information Act Section 

Nonidentifiable Acknowledgment to Correspondent 
(formerly 11-6) (bond) 
Freedom of Information Act Section 

DAG (Deputy Attorney General) Tickler of Form 4-685 
(formerly 11~6a) (thin white with heading) 
Freedom of Information Act Section 

Yellow File Copies (2) and FBIHQ Tickler of Form 4-685 
(formerly 11-Sb) (M&T Blocked and Unblocked Yellow, 
and thin white with no heading) 
Freedom of Information Act Section 
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5~1 ooae Publications Routing Slip to the Field 
LS+3 

52 oooe Weekly Delinguency Report 
CI~1, CI-2, CI-3, CI-4 
TS-1, IS-2, I8+3 

ceoo ROUTING SLIP 

Sno Z | @® @¢ 6 © ROUPING SLIP 

GeO e600 6 ROUTING Si 

5o98 ¢¢64 06 ROUTING SLIP 

f Bui BD ¢ 9906 ROUTING SLIP 

Few £5 eof @ BOUT ERG SLIP 

BLS .sce0 ROUTING SLIP | 

5-31 oacse Letter to the Commissioner, RCMP, Requesting 
Investigation in Canada 
(thin white Letterhead available) 
CI-3, CI-4 

Oma 2 coos Publications Subscriptions Record 
£53 

O~ 34 ecoe Letter to Field re Foreign Police Cooperation 
Cases ¢€RCMP) 
(thin white available) 
Cl#3, CIn4 

ang oooe LEtter ta the Commissioner, RCMP, Transmitting 
Results of Investigation 
(thin white letterhead available) 
ClH3, Cil-4 
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Russian Official Index Card 
CI~1 

Work Status Report 
Ci«2 

Work Status Report 
Ci-1 

Report Register 
{S~2Z 

ROUTING SLIP 

Monthly Statistical Tabulation 
ClreL, Cil-2 

Monthiy Recapitulation 
CIleil, Cr~2 

Soviet Diplomatic Couriers Arrival ~ Departure Record 
Cl=1 

Follow-up Sheet for Soviet Diplomatic Couriers 
Arrival ~ Departure Record 
CLl-1 

3 ROUTING SLIP” 

stop Notice 
Ciel, CIl-2 

Hail Count Analysis 
Clel, CI~2, Ci-3, Cid, 
ISulL, IS-2, TS<3 
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INTELLIGENCE DIVISION. 

VOLUME II 

5-109 »eoe Ladex Card ~ Book Review Control 

T§-3 

5-123 cece Informative Note (4x54) 
CI-1, CI-2, CI-3, CI-4 
IS-1, I8-2, 18-3 

5-113a .... Informative Note (548) 
Cl, Ci-2, CI-3, CI~4 
TS81, I8—2, IS-3 

o~ Lis eeor Lndex Card ~ Bureau Informant 200 Program 
CIl~1 

B= 122 ecoee RECVALUAtion of Cases Concerning Soviet-blioc and 
‘ Yugoslav Officials in DU. 5. 

| | CI-1 

5-123 ..e06e Periodic Record - Foreign Police Cooperation Matters 
; (thin white available) 

CiIW-3, Ci-4 

5128 eeaoe AGLTOX Requisition 
CI-~1, CI-2, Ci-3, Ci~4 
is-L, ES-2, IS<3 
WFO 

S-137 esece ROuting Slip to Defense Intelligence Agency (DIA} 
Cle#L, Cl-2, CIH-3 
IS-1L, i8<2 

5-138 ecooce ROUting SLip to Director, EUR/SES, Department of State 
CI-1, Cl-2 
IS~-2 

5m 40 sooo RECeIpt for Mall Delivered by Intelligence Division . 
Cle 4 
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Routing Slip for Distribution of Information 
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(formerly 8~141la) 
Uniform Crime Reporting Section 

GS-5 Work Report (formerly 8-142) 
Uniform Crime Reporting Section 

GS-2, GS-3, GS-4, Work Report (formerly 8-143) 
Uniform Crime Reporting Section 

Law Enforcement Officers Killed or Assaulted 
(formerly 8-156 (yellow bond) 
Uniform Crime Reporting Section 
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Tally Sheet for Law Enforcement Officers Killed - 
or Assaulted (green bond) 
Uniform Crime Reporting Section 

Weekly Delinquency Report 
All Sections 

Communication to Law Enforcement Agencies re 
UCR Matters 
Uniform Crime Reporting Section 

Coding Sheet for Individual Computerized Criminal 
History (list segment) (formerly 8-153, 1-422) 
(white bond with GREEN ink) ; 
National Crime Information Center Section, 
Conversion and Coordination Unit (NCIC/CCU) (per 
Mr. Brown's office) 

Coding Sheet for Individual Computerized Criminal 
History (2nd, 3rd, and 4th segments) 
(formerly 8-154, 1-423) 
(white bond with GREEN ink) 
National Crime Information Center Section, 
Conversion and Coordination Unit (NCIC/CCU) Sadie 
‘Mr. Brown's office) 

Coding Sheet for Individual Computerized Criminal 
History (supplemental segment) 
(formerly 8-155, 1-424) 
(white bond with GREEN ink) 
National Crime Information Center Section, 
Conversion and Coordination Unit (NCIC/CCU) (per 
Mr. Brown's office) 

Coding Sheet for Computerized Criminal History 
Modifications (formerly 8-157, 1-425) 
(white bond with BLUE ink) 
National Crime Information Center Section, 
Conversion and Coordination Unit (NCIC/CCU) (per 
Mr. Brown's office) 

Disk Inventory Control (green ledger paper) 
Data Processing Section, ADPU* 

Communication to Law Enforcement Agencies re 
NCIC Matters 
National Crime Information Center (NCIC) Section 
All Units 
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Programming Evaluation Sheet 
Data Processing Section 

UCR States Record Layout Work Sheet 
Data Processing Section (Liefer) 

"To Whom It May Concern" Statement re Leave Taken 
Data Processing Section 

Adjusted Leave Request 
Data Processing Section, Payroll Preparation Unit 

Scheduler Update Sheet 
Data Processing Section 

NCIC Letter to Participating Agencies 
(request for correct FBI Number) 
NCIC Section, Computerized Criminal History Unit 

NCIC Letter to Participating Agencies (re death of 
individual) 
NCIC Section, Computerized Criminal History Unit 

NCIC Letter to Participating Agencies 
(re disposition recéived - unclear) 
NCIC Section, Computerized Criminal History Unit 

NCIC Letter to Participating Agencies 
(request for action to expunge certain records) 
NCIC Section, Computerized Criminal History Unit 

NCIC Letter to Participating Agencies 
(request to clarify unfamiliar or unclear records 
for accurate coding) 
NCIC Section, Computerized Criminal History Unit 

NCIC Letter to Participating Agencies 
(review effected; record up to date before dissemina- 
tion of complete CCH record) 
NCIC Section, Computerized Criminal History Unit 

NCIC Letter to Participating Agencies 
(re deletion of referenced arrest from subject's 
record; expunge information indicated enclosed 
source documents) 
NCIC Section, Computerized Criminal History Unit 
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NCIC Letter to Participating Agencies 
(update state records re death of certain individuals) 
NCIC Section, Computerized Criminal History Unit | 

NCIC Letter to Participating Agencies 
(re monitored messages deleting cycles from CCH; 
forwarded to assist you in security aspect your system 
NCIC Section, Computerized Criminal History Unit 

NCIC Letter to Participating Agencies 
(re enclosed monitored MESSAGE (in contrast to 
MESSAGES in Form 12-130) deleting cycles from CCH; 
forwarded to assist you in security aspect your system 
NCIC Section, Computerized Criminal History Unit 

NCIC Letter to Participating Agencies 
(submit original and recent fingerprint card captioned 
individual, or record will be removed from CCH File) 
NCIC Section, Computerized Criminal History Unit 

NCIC Letter to Participating Agencies 
(ve existence of original and recent fingerprint 
cards of individuals indicating arrests, records will 
be removed from CCH File) 
NCIC Section, -Computerized Criminal History Unit 

NCIC Letter to Participating Agencies 
{re subjects attaining age eighty; arrest records 
removed from CCH File) 
NCIC Section, Computerized Criminal History Unit 

NLET Message Control Log 
NCIC Section, NCIC Operations Unit 
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(Forms available to two or more Divisions at FBIHQ) 

Follow-up Letter to the Field Concerning 
Status of Case 

Memorandum for Data Processing Section 

Invoice of Contents (thin white) 

Invoice of Contents (yellow copy of 0-4) 

Personnel Report 

Routing Slip to the Department 
(consolidated with 0-6a through 0-6d) 

Routing Slip to the Field 

Date 

3-15-74 

2-14-73 

11-19-64 

1-19-67 

2-11-66 

p ‘oe e 

{1-4-75] 20-29~-74- 

(consolidated with 0-24 and 0-25) 12-17-73 

Teletype Form (thin green) 2-14~74 

Mechanical Section Requisition (Printing Unit) 4~10-74 

Mechanical. Section Requisition (Photo Unit) 
(yellow bond) 4-10-74 

Personnel Information Card (blue) 10-10~74 

Routing Slip from Bureau to Other Government 
Agencies 8=1 5-72 

Routing Slip to: 
Director, Bureau of Personnel Investigations 
Civil Service Commission 8-15-72 

Routing Slip to: 
Roce Assistant Secretary for security 
epartment of State 8-15-72 

Routing Slip to: 
Director | ppecgrn? is pee — 
Naval Investigative Service 2-19-75) 924572 - 
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Routing Slip to: 
Director er a 

Central Intelligence Agency feet“ 7 3 

Attention: Chief, Personnel Security Division -8~t5-72- 

Routing Slip to: 
Director 
Central Intelligence Agency 
Attention: Deputy Director for Operations 3-28-73 

Routing Slip to: prte ng 
Assistant Chief of Staff for Intelligence [teteeFe J 
Department of the Army -6~15~F2- 

Routing Slip to: 
Director 
United States Secret Service 
Department of the Treasury 2~-5-75 

Routing Slip to; 
Administrator of Veterans Affairs 
Attention: Director, Investigation and 

Security Service 8-15-72 

Routing Slip to; 
Director, Division of Safeguards and Security 
Energy Research and Development Administration 1-29-75 

Routing Slip to: 
Commander | heb tris 
Office of Special Investigations (aertey! - 
Department of the Air Force 8-15-72: 

Routing Slip to: 
Chief 
Division of Investigation 
Office of Audit and Investigation 
Department of the Interior ; 4-25-74 

Routing Slip to: 
Law Enforcement Division, Human Resources 

Development Directorate 
Office of Deputy Chief of Staff, Personnel 
United States Army 1-13-75 
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Director 
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Department of State 8-15-72 

Routing Siip to: 
Assistant Director (Security) 
U. S. Information Agency 8=15+72 

Routing Slip to: 
Assistant Commissioner 
Office of Investigations 
Bureau of Customs 8-15-72 

Routing Slip to; 
Director 
National Security Agency 8-15-72 

Routing Slip to: 
Director of Security nee 
National Aeronautics and Space AGninineeation 8-15-72 
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VOLUME II 

0-15 eeee Stenographic Assignment Chart 

0-17 eeee Official Notification of Error 

fo-19 eee Newspaper Clipping Form 

0-20 «eee Newspaper Clipping Form (Washington Capitol 
News Service only) (white bond only) 

0-26 «eee Personnel Requisition for Clerical Employees 

~ 0-30 sees Drawer Check Record 

0-31 «+e Delinquent Serials (charged out over five days) 

Q-32 coor Files Charged Out -Over Five Days 

0-33 eee-e Stenographers and Typists Daily Report 

0-36 eoee Equipment Receipt Card (3x5) 

0-37 Serer Geographical Housing Index Card (3x5) 

0-38 eeee Promotional Availability List Card 

0-39 eoee Special Request 

0~40 «eee Special Handling Tag (pink bond) 

0-41 eoee Abstract (yellow and pink) 

(0-42 eeee Name Search and Record Check Request 

0-43 sees Check or Bond Receipt 

0-44 eeee Exhibits Section Work Order 

0-48 eese Work Sheet 
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Supply Section 

Weekly Delinquency Report 

Instructions to Clerk (formerly 6-93) 

Message Checkoff (formerly 2-110, 4-333) 

Letter to Recommend Clerks for Tour Training 

Vending-Machine Refund Request 

Search Request of Special Indices 

“Memorandum Acknowledging Asstenment of Employee 
to Division at FBIHQ 
(thin white with heading only - for original) 

Request for Labor Service (blue bond) 

Name Check Request to CIA 

Register for Departure from Building on 
Official Business (Divisions I, III, Iv) 

Typewriter Repair Request (consolidation of 
Forms 1-252, 3-133) (Divisions I and III) 

Progress Report for Bureau Employee 

Letter of Transmittal to AAG (Assistant Attorney 
General) 

Magnetic-Card Master 
(All Divisions) 
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0-73 eoee MeSsSage Relay (Original on green bond (exception); 
blocked thin yellow available) 
Divisions V, VI, IX) 2-13-75, 

: prtlethd So 

(o-73a eeee AbStract for Form 0-73 — fleite7 sj 
(Divisions V, VI, IX) “Pm 20—73- 

0-74 eee Multiple Promotions Recommendation for 
-Non-Agent (GS-2 to GS-3) Personnel | 
(approved primarily for Divisions I and IV) 1-30-74 
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~O—75.___.ee- Reply to Department re Technical ge heal 
(thin whtte—and—hbi available) \ pee 
(Divisions V and IX) AnQa74.- 

0-76 eeee Training Request, Government Employees 
Training Act (GETA) (thin white only) 
(Divisions II, III, V, VII, XII) 4-9-74 
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